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New functional furniture units developed by 
DuPont Engineering Departmert provide six 
movable "private offices” in this open office 
area. See story, page 29 
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High speed billing with Moore Continuous Fanfold Forms 


The dotted line that slashes overhead ~"~~ 


One girl. One machine. A dotted line. 

Put them together in your business 
—and they complete almost twice as 
much work as before! The magic dotted 
line holds together sets of Moore con- 
tinuous forms. It lets work hurtle contin- 
vously through typewriter, billing or 
tabulating machine —eliminctes waste- 
ful hand operations. 

By bringing mass production to the 
office, Moore continuous forms cut costs 
for every type and size of enterprise. 


Moore designed a Fanfold invoice- 
shipping order for a Massachusetts 
candy manufacturer. Result: work that 
once needed 3 writings was cut to “one 
form — one writing” efficiency — with 
a sharp saving in man-hours! 


Moore forms can cut costs in your business. For 
proof, call your local Moore office—in over 
200 cities, nearly everywhere. Or write any 
Moore factory: Niagara Falls and Elmira, N.Y.; 
St. Paul, Minn.; Denton, Tex.; Los Angeles and 
Emeryville, Calif.; Salem, Ore. Also, sales 
offices and factories across Canada. 


BUSINESS FORMS, INC. 


A national company offering a complete range of 
modern business forms * * * THE RIGHT 
BUSINESS FORM FOR EVERY FORM OF BUSINESS! 


Continuous Register Forms and Registers 


Fanfold Billing 
Machine Forms 


Continuous Interleaved Marginal Punched 


Typewriter Forms 


Business Machine Forms 


Sales Books for 
Every Business Operation 


Speedisets for Fast 
Carbon Extraction 
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') TIME RECORDER 


for both attendance time and job cost records 


IBM’s New Consecutive Spacing Time Recorder is ideal for printing 
irregular starting and stopping time as well as regular time. 


Overprinting, or wrong registrations, are things of the past. This 
new IBM time recorder automatically places each registration in its 
proper sequence no matter how complex the schedule—no matter 
how little or how much time has elapsed from one registration 
to the next. 


The new IBM Consecutive Spacing Time Recorder is designed to 
print job cost or attendance time or both—accurately. Sounding 
signals automatically and indicating irregularities are only two of its 
many extra features. 


Inquire about the best means of obtaining better time records for 
your business. Write or telephone IBM today. 
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Pa. 

Y For flexibility, economy, and accu- 
racy never before achieved, IBM brings 
Electronics to time systems. Clocks, re- 
corders, and signals are controlled 
uniformly to the second utilizing regular 
lighting circuit wiring. Mention the Elec- 
tric Time System with Electronic Self- 
regulation when discussing the new 
Consecutive Spacing Time Recorder with 
an IBM representative. Send for litera- 
ture on this time system and’ on other 
IBM Electronic Business Machines. 


INTERNATIONAL BUSINESS MACHINES CORPORATION 
World Headquarters Bidg., 590 Madison Ave., New York 22, N. Y. 
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OFFICE MANAGEMENT AND EQUIPMENT 


Entering our second Century 


of Leadership _ 
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Stubborn as a— 


* “STUBBORN AS A MULE” is a term usually employed 
in exasperation, but the trait it is aimed at can sometimes 
be a virtue. 

As elsewhere in life, in the office world resistance to change 
is generally considered both old-fashioned and harmful. 
Harmful it certainly can be, when it is of the unthinking 
kind. But every mule-driver comes to know that the mule’s 
stubbornness often has a soundly logical cause, and that 
it is always wise to check up on the reasons why the ani- 
mal objects to some line of action. When a mule balks 
at crossing a bridge, sometimes the bridge is in so shaky a 
condition that it is very pleasant for the mule-driver to learn 
about it before rather than after the attempt to get across. 

In the office especially, where some folks feel that the “yes 
men” are increasingly in the majority, and where at any rate 
resistance to change is much less of a problem than unthink- 
ing acceptance of ideas, suggestions, and programs, an occa- 
sional mule or two may prove very useful. 

The real mule cannot talk, but, given a chance, many an 
office mule can give convincing reasons why a certain project 
is not altogether what it should be. There are few ideas so 
wonderful as to warrant immediate and unqualified accep- 
tance. When that kind of acceptance is forthcoming too 
often, the importation or breeding of an office mule is defi- 
nitely indicated. 


a a | ee : = a, = 4 > Bsc o.oo oo es 4 a 3 — ct — = 
Aa «ot JES PAP eS eee ome a | oe 
A = . 7 “ = wat = ‘. a ae " un woo oP tre e a ae 
’ * 7 ~ J , = ; i a ee a 7 a 5 ee e ae ae 
: ¢ 7 P : oa ‘ = Lig ag qa ? ; ¥ pas aa | ae 
San > 
/ 
' 
| 
| 
ee | 
| 
BR = a 
5 / a ie ee 
a a 
ae ¥ 5 ea 
he : : 4 
‘3 ii - e 
eee cand ; % 
/ 3 
Po - ay x 
: os Ai 
ae: he i | 
—— » 
* Aja J 2 : 
7 * Da a 
bh - 
PO 1 * of ‘ om 
4 fo Re. ae a 
“ F : , oe Lag ee Oe Zz , 
4 OE : Bs 
po 7" i oS 2 so 
— * 2 ae ie 
— es . 
Ie r Jue eo +e ea Se _~ ; 
— 5 a = pens, . eet a 
peer —— : _ = ! oe oe ri 
SE ne oe 7 
eee Rese wien wend SE Lt ae = © St | y 
Bs st tit pee: 552 a Sy ize ee 
r 
[ee i 
" 
| 2 
| 
| 
| S 
: | 
} ; 
bi 
—— ea Sal ’ = =. ae ge a ee ae gO Neen - he | 


Letters get Attention 
...get Results 


Your “Mr. Prospect” is likely to be an 
extremely busy man. His mail is heavy 
... his time is limited. It is only natural 
that the usual form letters receive but 
a quick glance ... and a trip to the 
wastebasket. 

Not so with personalized Auto-typed 
letters. They are individually typed by 
automatic machine, completely personal, 
and command a busy man’s attention. 
An Auto-typed letter is segregated with 
your prospect's regular business corre- 
spondence and will be acted upon. 

The cost of an Auto-typed letter is 
surprisingly low ... averaging 2¢ to 3¢ 
a letter, depending on the length. Your 
typist manually types in the heading. 
Then merely by pushing a button, the 
Auto-typist takes over from there, 


There are five Auto- 
typist models, each de- 

signed to do a particular 

job. We would be pleased to furnish 
you with complete information. 


typing at a high sustained speed and 
without possibility of error. Yet the 
Auto-typist can stop automatically at 
any predetermined point for manual 
insertion of additional personalized data. 
Experience has proved that one ordi- 
nary typist operating Auto-type equip- 
ment can turn out as many as 500 
individually typed letters a day. 


The Iasto-ty Pist 


50 YEARS’ EXPERIENCE IN MANUFACTURING PNEUMATIC EQUIPMENT 


Owe he 


Correspondence Clinic | AMERICAN AUTOMATIC TYPEWRITER CO. 


P M411, b r St. i iW. | 
Aa anelvtis veut | Dept. 1411.614 No. Carpenter St., Chicago 22, I! Fr 
eee cece ae Please send me complete information on: 
problems by our staff of | ) “Getting Personal Gets Results The | 
experts may show you | Auto-typist Way” (16-page booklet) | 
tay he ctgcmecaa lee slcMbtctec ) Your Free “Correspondence Clinic” Service 
to Y% in your present | | 
correspondence costs 
and also substantially i] Name Fe | 
increase the response 
to your letters and | Firm——__—_ - = | 
mailings. It is a service 
offered to you without | Street a = | 
cost or obligation. ] City ie State | 
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For Your 
Information 


MECHANIZED RECORD FILINg, 
a new 27-minute, 16mm sound 
motion picture which shows how 
office costs can be reduced 
through the use of mechanized 
filing cabinets has just been pro 
duced by the General Fireproof- 
ing Co., Youngstown, Ohio. 

The story has to do with the 
problems of a typical company 
that didn’t have enough room to 
house all of its filing records, 
with the result that valuable 
time was lost in hunting for cor- 
respondence, not to mention 
frayed nerves, fatigue, wasted 
effort, and inefficiency. 

The solution to the problem is 
found by replacing the old files 
with new GF _ Super-Filers. 
Most of the move is built around 
the efforts of the GF salesman 
who shows how the Super-Filer 
operates and is able to save 
time, space, and effort. 

This is the second movie pro- 
duced by the company. The 
first, SITTING PRETTY, was re- 
leased last year. Both of the 
films are available for free show- 
ings to business groups and 
other organizations. Full infor- 
mation can be had by writing to 
the company. 


How TO INCREASE THE PREs- 
TIGE AND BUILDING POWER OF 
YOuR MAIL is the title of a book- 
let containing “case histories” in 
direct mail advertising testing 
of various forms of postage. The 
booklet is issued by Pitney- 
Bowes, Inc., Stamford, Conn.. 
manufacturers of postage me- 
ters and mailing machines. The 
study explores the seldom con- 
sidered effect of an envelope’s 
postage of the addressee, with 
special emphasis noted on the re- 
sponse from promotional and re 
search mailings. A special fea- 
ture of the booklet is what Pit- 
ney-Bowes claims is the first 
composite chart of rankings of 
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KEY TO DESK VALUE 
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WISE ECONOMY represents a satisfying combination 

for the cost-conscious buyer of office 

furniture. Alma desks are sturdily built of wood, 

the material that endures. Designed for comfort and 
convenience, as well as beauty of line and finish that are a 


compliment to any setting. 


You may confidently expect these values in any desk bearing the 
Alma name. Qualities which in years to come will 


confirm your choice today of Wise Economy. 


Write for literature on the complete Alma line 


and name of your local Alma dealer. 


Alma Desk Company 
High Point, N. C. 
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Desks Are Made of Wood Alma 
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Modern Mosler safes pass their tough- 


. Behind the dial i is the heart of your — 


 'Think—how could you continue after fire destroyed your 


_ inventory records, accounts receivable, tax records, deeds 
- and-contracts? How could you even establish proof of ' 


Joss to collect your fire insurance? 4 out of 10 firms never 


¢ reopen after losing their records! That’s why 7—<? safe 
is so important! 


How You Can Be Sure Of Your Safe 


Look for the label of the Underwriters’ 
Laboratories, Inc., on your safe. Don’t: 
trust any safe that doesn’t have it! 


est tests with plenty to spare—you can 
_ depend on Mosler. ‘ 
_ There’s a Mosler safe to meet your 
requirements exactly, at less than you’ 
expect to pay. Find out about it now, 
_ before fire strikes! Fill in the coupon be- 
_ low and mail it now. 


zMosler Safe a.) 


‘Main Office: 320 Fifth Avenue 
, New York 1, N. Y. 
_____ Dealers in principal cities The Mosler Safe Co., Dept. M 
| Pacteries: Homiten, O. 320 Fifth Ave., New York 1, N. Y. 
_ bargest Builders of Safes Please send me: () The new free booklet “What 
and Vaults in the World You Should Know About Safes.” 


| 0 The Name of my nearest Mosler Dealer 
: me i ei Vos 


Name 
po 
——-Builders of the U.S. Gold Storage ’ 
Vault Doors at Fort Knox, Ky. City State 
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For Your 
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(Continued) 

the relative “pulling power” of 
various types of postage. 

Although the pamphlet js 
frankly promotional, PB says 
the rankings are based on yp. 
biased and extensive data from 
independent direct mail adver. 
tising agencies and mail users. 
The 16-page booklet is available 
from the company direct. 


SUFFOLK’S GUIDE TO THE 
MAILS—How to Mail Your Let- 
ters, Circulars, Merchandise and 
Publications for Safety, Speed 


_ and Savings, has been published 


by Suffolk Publications of 
Greenlawn, N. Y., the new busi- 
ness book affiliate of Harian 
Publications, long known for 


| their travel books. The author 


is Roy L. Pepperburg, magazine 
editor and postal consultant. 

This book had ‘its origin when 
an executive of Harian Publi- 
cations visited one of the larg- 
est travel organizations in the 
world, with branches in every 
section of the country. Taken 
behind the scenes, the executive 
noticed that this company was 
mailing its quarterly catalog of 
tours to its 20,000 best custom- 
ers at the parcel post rate, in- 
stead of the alternative lower 
cost rate. A few words to the 
manager of the travel firm en- 
abled that company to save $3,- 
000 a year on its catalog mail- 
ings alone. 

The fact is that no one really 
knows all the thousands of 
postal rules and_ regulations, 
which are written in hard-to- 
understand legal phrases. There 
are sO many rules and they are 
so complicated in their expres- 
sion that information clerks at 
the large post offices can hope to 
make themselves experts on only 
one or two divisions of the mails. 
When a question comes along 
that they cannot answer, they 
send it to another specialist. 
Branch office postmasters and 
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‘This 


a 5 a 
pullet 


‘ata Sa 


get us a ce 
of business!" 


BOSS: “Our customers would never read this! It's 
so blurred and messy | can scarcely make it out 
myself!” 

ASSISTANT: “But that's the best we can do with 
the paper we have.” 

BOSS: “Well, run it again... and this time let's 
change to Hammermill Mimeo-Bond." 


Blurred, hard-to-read mimeographed mailing pieces 
are a waste of postage...and of your customers’ time! 
Be sure your mailings are the kind that invite 
reading. Put them on Hammermill Mimeo-Bond. 
You can get more than 5,000 clear, legible copies 
from a single stencil. 
Hammermill Mimeo-Bond comes in white and six 


For the name of a ber of the H: ill Guild of Printers, 
ready and willing to supply your printing needs on Hammermill 
Papers, call Western Union by number and ask for “Operator 25. 


distinctive colors, so you can put your message on a 


‘signal system”’ color that will stand out...and be 
readily identified. 

Test Hammermill Mimeo-Bond in your own office 
FREE! Simply send the coupon below for a FREE 
100-sheet test packet of Hammermill Mimeo-Bond. 
With it we’ll include the helpful 
Hammermill idea-book ‘Better 
Stencil Copies, ’’ which shows how 

to get best results from your 
stencil duplicating equipment. 


Send coupon today for 
FREE trial packet of 
Hammermill Mimeo-Bond 


eco ecu 
-MIMEO-BOND 


HAMMER MIMEOGRAPH PAPER 


OTe x 


A HAMMERMILL 


PRODUCT 


Hammermill Paper Company, 
1471 East Lake Road, Erie, Pennsylvania. 


Please send me—F REE —the 100-sheet packet of Hammermill Mimeo- 
Bond and a copy of “‘Better Stencil Copies.” 


Name — é 


Position ___ — 
(Please attach to, or write on. your business letterhead) OmM-NO 
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For Your 
Information 


(Continued) 
small city postmasters regularly 
query Washington. There is 


even more confusion nowadays, 
for the old rule numbers have 
just been scrapped. (No longer 
is there a section 562, the best- 
known of all the postal rules 
and regulations. 

The Boston post office says 


sample Books 


Sales Manuals 


entations 
vee Booklets 


orts 
= Instruction Books 
e Lists 
x Programs 
Catalogs 


The NEW Model 12 * 


GBC Plastic 
Binding 
Equipment 


Anyone 
CAN BIND BOOKS 
THIS MODERN WAY 


Se 


Less than half the cost of other methods 


Here is the solution to binding prob 
lems confronting any office which as- 
sembles printed material such as pre- 
sentations, catalogs, reports, manuals, 
ete. ...a solution for any organization 
producing loose sheets that should be 
bound together for easy handling. GBC 
plastic bindings give your booklets new 
utility and added selling power. 


The new Model 12 sets an all-time 
record for economy, low initial cost, 
and quality of work produced. You 
save 50 percent or more over conven- 
tional binding methods. With a Model 
12, any girl in your office can bind 
books in less than a minute, at a cost 
of only a few cents. 


ins io General B 
GBC: 


o WORLD'S LARGEST 

is) 

, > 820 WEST BELMONT AVENUE 
ORD 

10 


PUNCHING: Insert paper... 
push down handle 


INSERT: Slip covers and sheets CLOSE: 
onto open rings 


PRODUCERS OF 


that even graduates of business 
schools are not familiar with 
the ordinary forms of postal 
service. They don’t know what 
is the difference between regis- 
tered mail and insured mail, 
when it is a needless expense to 
airmail letters, or how to get 
airmail service at a cost of only 
3c an ounce, and so on. 
SUFFOLK’S GUIDE TO THE 
MAILS condenses the hundreds 
of thousands of words in which 
postal rules and regulations are 


at Xa 


A LOW COST PLASTIC BINDING 
SYSTEM FOR YOUR OFFICE 


OPEN BINDING: Operation is 
mechanical 


Release handle and 
remove finished job 


MAIL THIS COUPON NOW for Full Information 


GENERAL BINDING CORP. 

820 W. Belmont Avenue 

Chicago 14, Illinois 

© Please rush me full information 
about your new Model |2 GBC 


Plastic Binding Outfit and 
what it will do for me. 


Your name 


Company 


Address 


City... . . Zone I oes . 


U. S. and Foreign Patents Have Been Applied For On 
GBC Binders and on GBC Binding Equipment. 


than 12 inches 


*For bindings longer 


ask about the new Model 16. 


inding Copoation 


BINDINGS 


MECHANICAL 


CHICAGO 14, ILLINOIS 
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written. In clear, concise lan- 
guage it tells what are the busi- 
nessman’s rights—how he ¢an 
get fast service, safe delivery, 
and low cost. It covers all four 
classes of mail: first class, gee. 
ond class or newspaper and pe. 
riodical mail, third class, and 
parcel post. It shows that while 
the U. S. Government has a lega| 
monopoly on first class mail, it is 
not often clear just what is first 
class mail. Sometimes such 
mail can be legally shipped vig 
lower cost express; at other 
times it is a violation of the 
United States code to do go 
(sometimes a thousand invoices 
may be shipped by a local chain 
store to its main office by express 
and at other times it would be 
illegal todo so). The book clari- 
fies this point, and clears up 
similar points as it delves into all 
the ramifications of the different 
classes of mail. 

The publishers believe that 
the book will help any firm 
which uses the mails to speed up 
delivery, get better service, and 
save money. 

A big book—81!% x 11 inches, 
it is priced at $1.50. 


A COMPREHENSIVE PLAN FOR 
RATING EMPLOYEES has _ been 
published by the Van Allyn In- 


stitute, P. O. Box 22A, San 
Jose, Calif., in an attractive 
and conveniently presented 
form. The result of many 


years of research by Dr. Keith 
Van Allyn and his staffs, the 
new working program is based 
on a thorough study of the 
best in rating practices used 
throughout the country, and 
makes use of an ingenious plan 
for determining the standards 
most important to management 
for each job in question. 

The need for training raters 
is reduced to a minimum. In- 
structions are printed on each 
rating sheet, with a short indoc- 
trination regarding the pur- 
pose of merit rating. Analysis 
of each report, and the accumu- 
lation of any especially notable 
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If you're up in the air for lack of figures, the new Fully Automatic 
Marchant Figuremaster will deliver heavy-volume work faster and cheaper. | 
If your work is relatively light, the new low-cost Semi-Automatic 
model will do the job. Both models are available in 10 or 8 column capacities... 
choose whichever fits your requirements and business budget. Both have 
all the 18 principal new features of the Figuremaster line, including auto- 
matic point-off in division, indicated either as a decimal or percentage... 
“phantom touch” key action for almost effortless operation...40% 
greater dial visibility for easy reading. These achievements, 
together with Marchant’s traditional supremacy in simplicity, 
silent speed and accuracy control, establish the Figuremasters 
SEMI-AUTO MATIC as the world’s foremost calculators. 


FIGURE FASTER WITH A 


MARCHANT 


Figuremasters will do your calculating faster a 
and cheaper. The Marchant Man in your MARCHANT CALCULATING MACHINE COMPANY 


phone book is ready to prove this by a a & ' Oakland 8, California E 10 
. — ' ° ° 

demonstration on your own work. No } O — . Please send me free information about the new Figuremasters 

obligation, of course. Call him today ‘ 


I am interested in the Fully Automatic O the Semi-Automatic 0 


' Name 


or mail the coupon to 
Marchant Calculating Machine Company, : Address. 
Oakland 8, California 
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For Your 


Information 
(Continued) 


information about each em- 
ployee, is made quickly and 
easily by the formula printed 
in the instructions on eacn 
sheet. 

A complete kit of the Plan 
is provided for $6.25, and in- 
cludes the Procedure for In 


stallation; Rating Instructions; 
and sufficient Employee Merit 
A — kit 


Report forms. 


is also available from the Insti- 
tute for twenty-five cents. 


97 Million for Business Gifts 


% AMERICAN business, feel- 
ing the pinch of the buyer’s 
market, will play Santa Claus 
this year to a record number of 
customers, a survey of depart- 
ment stores and corporations 
has disclosed. 

“The total bill for these busi 
ness gifts is estimated at $96,- 
800,000, an increase of approxi- 
mately $24,200,000, or 30 per 
cent, over last vear,” says Ar- 


Hs ee 


IELTS Roc % 


and STAPLES up to 60 $ SHEETS? | E 


The One on the Left AND The One on the Right! 


THEY’RE IDENTICAL 


MARKWELL ” ZiZea Ciizy” STAPLE-MASTERS 


tHe “A Wse” STAPLING MACHINE 
you have been looking for. 


@ INDISPENSABLE TO BOOKKEEPERS 
© NO OFFICE COMPLETE WITHOUT ONE 


Please write for name and 
address of our necrest dealer 


Complete catalog on requast. 


P.S. Price i4 only $6.90 each met mcu: wx 


B. MARKWEL 


MANUFACT. : 
200 HUDSON ST. | 


EW YORK 13, N. ¥. 
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thur Keating, president of Ekeo 
Products Co., Chicago, which 
conducted the survey. 

Mr. Keating says he based his 
increased buying figures on the 
average gain expected by key 
department stores with special] 
business gift departments set 
up to handle this type of sales, 
and on figures from corpora- 
tions. 

Although a larger number of 
corporate Christmas gifts are 
being purchased this year, the 
survey showed, the cost per item 
is approximately 10 per cent less 
than last year. Hence, some 
$87,120,000 will be spent on the 
same quantity of goods pur- 
chased last year, with the re- 
maining $9,680,000 going for 
more items this Christmas sea- 
son. 

Mr. Keating, whose company 
is the nation’s largest manufac- 
turer of housewares, initiated 
the survey “to accurately deter- 
mine for his own company the 
potential sales volume in this 
growing market.” 


“Key department stores 
throughout the country, which 


maintains special business gift 
departments, report the greatest 
interest in home and utility mer- 
chandise, Mr. Keating said. 

“Other surveys have shown 
that one out of four companies 
give presents, other than bon- 
uses, to their employees and 
two out of five report giving 
presents to customers.” Among 
the major gifts are food prod- 
ucts, liquor, jewelry, glassware, 
leather goods, silver and cutlery. 

A number of these stores an- 
ticipated a corporate business 
equal to nearly 2 per cent of 
their total volume, the study dis- 
closed, with expected increases 
in this type of business running 
as high as 50 per cent for some 
stores. 

Part of this increase, Mr. 
Keating explains, can be traced 
to the installation of special re- 
tail departments dealing exclu- 
sively in this type of business. 

(To page 14) 
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NATIONAL MECHANIZED ACCOUNTING SAVES MONEY BECAUSE IT SAVES TIME: a 


This National Window Posting Machine saves money for 
everybody. Serves customers faster. Simplifies the operator’s 
work Eliminates all back-office posting. 


There’s a National for every accounting need. The time and 


*Get this FREE 1" 
20-page booklet. Ask ah 
your local National 

representative, or 


write to The ae 
. i . — 
money they save quickly repays their purchase price —and National Cash ad 
then continues as lower operating costs Register Company, *, 
: pe za ean Dayton 9, Ohio. , 


Smart management knows that a capital investment to 
reduce expense is just as important as one to increase business. 
Let your local National representative —a systems analyst 

—show you how much you can save. No cost or obligation. 


THE NATIONAL CASH BEGISTER 
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€® PREFAB WOOD SHELVING 


It can—with LIBERTY Prefab Wood Shelv- 
ing. No buying lumber—no hiring carpenters 
—anyone can set it up without the use of 
tools—and it is portable. LIBERTY Prefab 
Wood Shelving has an advantage over 
permanent carpenter built shelving in that 
it may be taken apart and set up in a new 
location in a few minutes. 

A unit contains 6 shelves 42” x 24” and 
stands &4' high with 12%” clearance be- 
tween she'ves. Extension units available. 
Write today for New Catalog of 
Record Storage Products, Circular 
and Prices on Liberty Prefab Wood 
Shelving. 


FREE 
CATALOG 


BANKERS BOX COMPANY 


Established 1918 
720 S. Dearborn Street, Chicago, III. 


LET US TELL YOU 


WHERE TO GET IT 


Whenever you are in need of any type or 
brand of office equipment, commercial 
stationery or maintenance supplies which 
your regular source of supply cannot 
satisfy, call on the Subscribers Informa- 
tion Department of OFFICE MANAGE- 
MENT AND EQUIPMENT for assist- 
ance. 


We maintain a permanent staff in our 
Directory Department—a staff that works 
all year long correcting lists of manufac- 
turers, distributors, classes of merchan- 
dise and trade names, keeping records 
up-to-date to serve you with dispatch and 
efficiency. 


Daily, we receive phone calls and letters 
from office management executives all 
over the country who are in search of the 
best sources of supply for individual 
pieces of equipment or large quantities 
of office supplies, furniture and appli- 
ances. 


Ask us to help you solve your office 
equipment problems. 


Subscribers Inform. tion Department 


OFFICE MANAGEMENT 
AND EQUIPMENT 


212 Fifth Avenue New York 10, N. Y. 
Phone MUrray Hill 9-4411 


THE TRIOMETRIC SYSTEM OF 
OFFICE PLANNING is an infor- 
mation-packed folder for execu- 
tives and office managers which 
tells in a concise, step-by-step 
outline the technique to follow in 
planning an office to make it a 
more efficient and a better co- 
ordinated unit. 

The Triometric System of Of- 
fice Planning, was written to 
give the beginner the fundamen- 
tals of good office and methods 
layout and to give the experi- 
enced planner a quick review of 
the principles of planning. The 
text contains a description of 
the phases of setting up an effi- 
cient office, i.e., the basic rules 
of office methods and planning 
explanation of planning tools, 
and the use of planning tools, 
and an example of how these de- 
vices are used in solving a prac- 
tical office layout problem. 

The text and charts explain 
how planning aids reduce de- 
tails of organizing an office to 
a step by step system, thereby 
making a great portion of the 
task a predetermined routine 


MAIN ALSLE 


par atl 


so that the planner is free to 
concentrate on the main prob- 
lem. Suggestions are given on 
how to study office procedures 
intensively, quickly, and easily, 
to combine operations or sim- 
plify routine, and arrive at im- 
proved methods and conditions. 


Fig 1, herewith, shows the 
layout of an office before the 
office procedure functions, and 
layout were analyzed; Fig. 2 
shows the same office after plan- 
ning, with a better utilization 
of the floor space and a more 
effective arrangement. In both 
views the floor space is the same. 
The analysis of this problem is 
worked out in detail in the folder 
as an example of how the four 
steps in the Triometric system 
are applied to solve an office lay- 
out problem. 


The folder is available free 
from Triometric, Inc., Depart- 
ment Q, 711 Penn Ave., Pitts- 
burgh, Pa., designers of the 
Triometric system of layout and 
of scale models for three-dimen- 
sional planning. 


Once 


Ce 


Detraantrsentr 
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TE Y. saves HE pay at THE OFFICE! 
we 


= - : > / fs . uel 


‘TIME IS MONEY!” THE BOSS TOLD SUE, POOR MAILROOM RED WAS ALL WOUND UP 
‘AND YOU WASTE MUCH TOO MUCH!” WITH STRING AND TWINE AND GLUE. 

THEN TEX TIPPED SUE TO TEXCEL TAPE “HOLD ON!” SAYS TEX, “LET TEXCEL TAPE 
THAT STICKS WITH JUST A TOUCH / WRAP UP THAT JOB FOR you!” 


—_ 


SEE, BOSS, NOW ALL YOUR OFFICE FORCE 
IS WORKING SMOOTH AS HONEY, 
ANDO THATS CAUSE TEXCEL TAPE, OF COURSE, 
SAVES TIME, SAVES WORK, SAVES MONEY’ 


- 


» “OUR O:SPENSER 'S A BETTER TYPE il 
Ts ()) HAS A STRONGER FRAME ANO 4 


“NO POINT IN WASTING TIME ANO PAINT 
TO COLOR A SALESMANS CHART, 
WHEN COLORED TEXCEL DOES THE JOB 
SO NEAT AND QUICK AND Smart!” 


m= CELLOPHANE TAPE = ~~ 
"= STICKS WITH A TOUCH 


® rexcec rare t 


| INDUSTRIAL TAPE CORPORATION * NEW BRUNSWICK, N. J. 
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SENIOR EXECUTIVE DESK WITH 80''x40" 
PLASTITE TOP. 


featuring ile 
THE NEW PLASTITE TOP 


. . . It retains its beauty longer 


because it's 

WEAR-PROOF INK-PROOF 
CHIP-PROOF 

WATER-PROOF CIGARETTE-PROOF 


¢ Get Your Copy of the New BROWNE-MORSE Catalog 


Architects of Efficiency for America’s Office 


ween BS rowne-MLorse mom 


MANUFACTURERS OF STEEL OFFICE EQUIPMENT AND FILING SUPPLIES FOR OVER 39 YEARS 
OFFICE MANAGEMENT AND EQUIPMENT November, 1949 
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... ALL THE OFFICE MANAGERS stgreed! 


Yes—they agreed unanimously that the Remington Electric DeLuxe 
Typewriter lived up to its advance reputation as the finest, all-purpose 
cost-cutting Electric Typewriter on the market today. 

When the Electric DeLuxe arrived, everyone wanted to try typing 
on it—see the notable difference in finished manuscript—find out if 
electric typing is really faster, easier. 

Just a brief trial period at the Remington Electric supplied the 
answers—quickly, definitely. The fast electric action allowed fingers 
to fly over the keys—turn out more work, better work with less effort. 
In addition, all the correspondence, stencils and carbon copies turned 
out by the new all-purpose Electric DeLuxe were uniformly clear and 
distinctive in appearance 

Yes, all the office managers agreed: One way to save today is to cut 
Operating costs and increase typing the electric way! 


@ Free: For information on how Electric Typing can work for you, 
write Remington Rand Inc., Business Machines and Supplies Divi- 
jon, Dept. T7, 315 Fourth Avenue, New York 10, for a FREE illus- 
trated booklet, “NEW OFFICE PROFITS THROUGH ELECTRICITY.” 


November, 1949 OFFICE MANAGEMENT AND EQUIPMENT 17 


Leet 5 ie be Ce 7 re: eee ee eg ne a ee tia ie ol in 
“ne ; , es i i = x " 7 S % 4 me a a p: a ae iq : | e iM % of a, : ee = Z * E- mS as . ye 
. 
x t j e . a 2 ee a « 5, ar ° as ee 4 a a 
te = —T “E> naa <a — = Aa aa fl eS Se isis © wi ro, ee he 
es “a = ‘ . . Bi a a a . wr eee i 4 ies | 
a —: Bs ?y > a es ti if 2 : 
oe poe ae ie ‘ ‘ i — oe ie J 
oe # mn, ; “er ._ . . ae 7 -: BP cs: : . ig , ce 46 oe es ay | 
Fa - i a } ; i a > ii as: 
* . < Z =>” 7s 
* E "S 3 ae , ay ‘hey ; 
| se = * os > > - 4 ae — = 
ie eM si fo o%e, ff — » °° es ’ : - i rn 3 
- ‘a _ jaar . | ’ y a 
iar pees * a. % _ - : tas ae i gee Fs , ? 7 * ji > 3 ans e 
” Eee eo i a "ont rao ae a é = ae 
— - sy < Pa = a a is 7 oe “iiss 
Yi, a? hom » ae , i ‘a : 
; - *) here - + we 4 . » 7 ay . a - F ra ee ee a i 
oe ’ c= Bi ES ag : : an ‘ ‘ 4 co. oe ‘ei cs | 
Ben ¢ —— a. a = i a (ie Pr na / 
ae ee : 7 i . a e: 2 - ae Bai ee or 4 ane 
as: bs ig % a ey i - = J ere ‘ r me 
it ¢ - 7 a_- —ttt . -. Leer 
ry ‘ iy a a 4 % ti a > 7 » A a eo Le ae | 
? 4 na 7 r . ara 
a 93 ae 7 ayo a any a. i oe 
a i . peel See on ; Pe a Pa — a i 
‘ é : Yas . < —_— ¢ / ¢ ie a oe 
=i 3 ey -” . - 4 by te Be | 
i . M f ot | — ¥ < d “ote 2 F: ; Tes i : i © 
es ee oo - a : “3 Soe es . a ” \ - 
nae “ 7 es Beco; a _ : \ &- | : 4 . 4 at . 
ps es me 2 ee Be ees rn z a 7] bp pl } ey 
ee fA a = ae. " , 3s ‘ | 
a a Bee % sacalbtiese - ' e ' if f be Bi : 
Ae 
; 
, 
7 
*% 
=e 
ie i 4 Ga = o 4 i 
ee (| 
See " —_ 
* 
Reming THE FIRST NAME IN ELECTRIC TYPEWRITERS 
r 
eee | 
| : 
| oy 
—- . & ee 5s a 


the 
. 
oe. 
“ 


want 


Whether he is a purchasing agent or a vice president, a banker or a state. gov- 
ernment employee, the man you must sell is the office executive. Because it 1s 
the office executive who influences or decides the purchase of office systems, 
methods and procedures, office equipment and supplies. 

How better to sell him than through his own business magazine—OFFICE 
MANAGEMENT AND EQUIPMENT. Every month, OFFICE MANAGEMENT 
is read by, consulted by, 10,000 of the nation’s leading office executives in every 
type and kind of industrial, financial commercial and government office. They 
are OFFICE MANAGEMENT subscribers because OFFICE MANAGEMENT is the 
only business magazine directed to and edited exclusively for office executives. 


To sell office executives—sell them through “the office executive's own maga- 
zine,’ OFFICE MANAGEMENT AND EQUIPMENT. 


OFFICE MANAGEMENT 


and Equipment 
The Office Executive's Own Magazine 
212 Fifth Avenue ra New York 10, New York 


GEYER PUBLICAT|IONS—Est. 1877. Publishers of GEYER'S TOPICS, OFFICE MANAGE. 
MENT AND EQUIPMENT, THE GIFT and ART BUYER, SPORTS AGE and Trade Directories. 


Reprinted from Printer’s INK. SEPTEMBER 16, 1949 
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WHY ... A SMEAD’S TWO-PLI-TOP FOLDER? 
SAVES SPACE jwiwtitop SAVES MONEY 


The top edge and tab of Smead's TWO- 
PLI-TOP folders are reinforced by turning 
over and glueing an extra inch of stock — 
this gives a smooth, rolled non-cutting edge 


of double strength at the points of greatest 
wear. Made of rigid, close knit manila fiber. 
A medium weight TWO-PLI-TOP folder of 
8-point thickness actually provides 20 points 
of thickness at the tab — almost twice that 
of a standard single top heavy weight | |- 
SAVE FIRST COST purses oe 
Smead's TWO-PLI-TOP folders, § LA Sis a ee 
medium-weight 8-point 2/5 cut | 

tabs (illustrated) cost $23.00 per 


thousand* — enough to fill a ae 


standard four drawer file. Standard 


No. | NAME 


heavy-weight 11-point folders 2/5 


cut tabs cost $26.60 per thousand 
—A SAVING OF $3.60. 


Smead’s TWO-PLI-TOP folder 
with its rounded corners is a bet- 
ter folder than the standard single 
top. It will wear longer, and will not 
cut or scratch fingers of the file clerk. 


THIS ILLUSTRATION BASED ON CURRENT PRICES 


= ——— _-- mane 
SAVE \ GS NOTE THIS CONSTRUE 
N 233) ; olded over a . 
SPACE \| ~ a oie oh Zoot gue oes 20, vom 
, a at the place of greater Wear 
One thousand 11-point standard STITT a 6 © 
single top folders will take up 22 Gat ¥ Pe ta eee 
inches of filing space. One thou- ; ae 
sand 8-point TWO-PLI-TOP folders [pose g of (Sec RIDES Ose 
will take up only 16 inches of space. a 
Assuming a four drawer file to cost SAVING ON FOLDERS...... - « $3.60 
$70.00, and to provide 100 inches of SAVING ON SPACE..... . 4.20 
filing space—each inch is worth 70¢ os 
—and the TWO-PLI-TOP folders A TOTAL SAVIN 80 
SEND FOR thus SAVE SPACE WORTH $4.20. G OF... $7 
You get at the same time, folders which have 
SAMPLE GREATER strength (at the points of greatest 


wear) than the standard single top heavy weight 
" : 11- point folders. 
: Wedd “MANUFACTURING CO., INC. - HASTINGS, MINNESOTA 
Export Representatives: UNITY EXPORT CORPORATION, 295 Madison Ave., New York 17, New York 
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With colorful tabs of laste 


The basic principle is sound. 
You read from left to right— 
like a book. 


Locate the guide you want, 
then the individual folder. 


The miscellaneous folder holds 
the occasional letter. 


REG. U. S. PAT. OFF, 


Y yppoy GUIDES 


DIRECT THE EFFORTS OF THE FILE CLE 


When you refile, use the num- 
ber shown on the folder tab 
—place behind the guide of 
the same number. At the 
same time you double check 
against the alphabetical char- 
acters. 


Use an OUT GUIDE to control 
material taken from the file. 


ee The 
— folder label. 
Several colors 

for classification. 
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The OUT GUIDE. A control factor. 
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Celluioid Tabs 
1907-25 


The individual folder. 


| Note the TWO-PLI-TOP at the 


point of greatest wear. 


The de luxe miscellaneous folder. 


Angle insertable tabs. 
20 point Smeadfibre. 


VERTICAL FILE POCKET 


Yad sense Gomacer comme Comrany 
mse OREO em. 


For bulky material. 
Expansion up to 5%”. 


The miscellaneous iain. 
Green Jutefibre. 


Export Representatives: UNITY EXPORT CORPORATION, 295 Madison Ave., 


New York 17, New York 
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REVOLUTIONAR 


REVO-FILE does 
what no other 
revolving file 


Oe eer errr 


November, 1949 
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It is a proven fact that revolving card files put more records instantly 
available to a single operator — than any other form of filing. 

All good revolving files do that — but REVO-FILE offers 

you these three sensational, additional time and money- 

saving features: REVO-FILE uses your present cards — no 

costly changeover — no new, expensive cards with punched holes 

are necessary. Just take the cards out of your present files and 

slip them into space-saving REVO-FILE. The changeover is as easy 
and quick as that for with REVO-FILE the cards are mot 

attached to the wheel. It’s an amazing, yet simple exclusive feature 
that puts REVO-FILE beyond all comparison. For the name of 

your nearest REVO-FILE dealer and the complete, money-saving 
facts about this most modern of all record filing equipment write to 


REVO-FILE SALES 11 Park Place, New York 7, N. Y. 
In Canada: REVO-FILE LTD., Birks Building, Montreal 2. 
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S LPP OX 
FOR ONLY 2 


Yes! PLus means more for less! You get all the 
superior design, materials and workmanship 
Pius has always built into its tried-and-tough 
machines at new lowest prices from $75.00 to 
$190.00 less than other key-drive machines. 


ee ORO) Dept. 529, , 37 Murray St., N. Y.7 


Please send me, free, descriptive booklet. 


Se eee ee eee. ae 
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4 Mail this coupon for money-saving particulars! 


YOUR CHOICE OF 2 MODELS IN 5 SIZEs 
PLUS Part Keyboard—as low as $100. 


Only machine of its kind on the market. 
All keys above the 5-key eliminated for 
handier size, unsurpassed speed in addition. 
Subtracts and multiplies, too. Three sizes: 

6 columns, total 7, 9 total 10, and 12 total 
13, adding to 9,999,999,999,999. Weigh only 
6, 9 and 12 pounds respectively — zipper 
carrying cases available. 


PLUS Full Keyboard—down to only $295, 


The lightest, quietest full-size key-drive 
machine on the market. Special keyboard 
and counterbalanced touch give 
unexcelled speed and accuracy in adding, 
subtracting, multiplying and dividing. 
Featherlight in operation—featherlight to 
carry; weighs only as much as a portable 
typewriter. Two sizes: 9 columns, total 
10 and 12 columns, total 13. Zipper 
carrying cases available. 


PLUS MACHINES ARE DIFFERENT! 


No more “nailed-down” operation— 
free-and-easy as floaters, adaptable to any 
figuring work anywhere. Special models 

for adding time, currency, weights, measures. 


All fully guaranteed with service 
and parts available in principal cities. 


Vo sum iLiGp - 


PLUS COMPUTING MACHINES Ine. 


Subsidiary of Bell Punch Company + Established 1878 
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Your way of doing business . . . your business success . . . is instantly 
conveyed by the appointments of your office. Afford those who call upon 
you the distinctively gracious reception of a CRESTLINE Office by 


Security Steel Equipment Corporation of Avenel, New Jersey. 


dy SECURITY STEEs LOULPMEN? CORPORATION 
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CARTER’S RIBBONS assure ‘s 
W hen you employ a top-caliber typist and letter-perfect results .. . make Baten 


give her a Grade A typewriter . . . it will changing a “clean” job. Be sure your pois 
pay you to take one more step to assure crisp, next order is for Carter's Ribbons. 
neat letters that are a credit to your business. 


a Supply her with Carter’s Carbons and Ribbons! 


; Carter’s top-quality ribbons, for example, give 
: longer mileage . . . important when you insist on 
that clean-cut, executive look for a// your corre- 

spondence. And Carter’s carbon papers are tailor- 

made for a wide variety of jobs... all top-quality 

carbons that won’t smudge, won’t curl, and will last. 


You'll find Carter’s Carbons and Ribbons at leading 
stationers and office outfitters everywhere. Ask CARTER’S CARBONS give 


$5639 485 3 SRG S 


ee 


for a demonstration and be convinced that Carter’s more copies, better copies... and 
r: ilv! <— 
results are best results . . . or write for samples, they handle more easily! ‘tn 


“4 specifying machine on which they will be used. ——- 


THE CARTER’S INK COMPANY sain iietecnucom 
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Greatly improved 
manufacturing process 
makes possible new 
bonded seam construction. } 
This adds strength, he 
improves appearance, 
assures cleaner waste /% 
handling— your A 
assurance of an even ; 
finer Vul-Cot! 
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This Vul-Cot waste basket with or- 
dinary usage should last a lifetime. It 
is absolutely guaranteed as to material and workman- 
ship for a period of five years from date of purchase, 
when used only as a waste basket. If during that time 
in such service it proves defective, return 
and a new basket will be supplied. 
NATIONAL VULCANIZED FIBRE CO. 
Wilmington, Delaware, U.S.A. 
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TRADE MARK 


Wastebaskets 


Famous for 
good looke, 


Vul-Cots are the baskets with the five- 
year guarantee. Made of hard vulcan- 
ized fibre, they give a lifetime of ser- 
vice. They are attractive, light weight, 
do not crack, splinter, dent, rust or cor- 
rode ... do not mar floors or fixtures. 
Easily and noiselessly handled Vul-Cots 
greatly reduce waste handling and 
maintenance costs. Write today for cat- 
alog sheet giving sizes, prices and 
discounts. 


ROUND TAPER— 


Practical, popular for office and class- 
room use. Large in capacity, occupy 
little space. Available in two sizes in 
either maroon-brown or olive-green. 


ROUND STRAIGHT— 


Tough, roomy utility basket for wash- 
rooms, basements, lobbies, stores and 
factories. Available in two sizes in 
either maroon-brown or olive-green. 
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The 
Sengbusch 


Sanitouch 
Moistener 


Hdd Wy 


- . . improves office efficiency, safeguards health—and costs only $1.50 


Moistening of fingers, stamps, envelopes, or labels is 
much easier, faster, and cleaner for your office force 
with Sengbusch’s new Sanitouch Moistener. It is also 
just the thing for Cashiers and Bank Tellers when they 
handle money. 


But the Sanitouch Moistener is more than just prac- 
tical. Made from lustrous walnut-finish plastic or lus- 
trous two-tone black and grey plastic, it’s good-looking 
too. 


Other features: Weighted base gives stability that 
guards against upsets and splashing. Moistening-ball 
seals opening and keeps the water clean and fresh. 
Simple quarter-turn removes top for easy refilling. 


addon 


A few of the many styles in - 
America’s finest quality erasers, . 
—for every erasing requirement. 


WELDON ROBERTS RUBBER COMPANY 
Newark 7, New Jersey 
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At Your Stationer 


There are no parts to wear out or break. Size is 35%, 
inches by 214 inches. 


Sanitouch Moisteners are extremely popular also as 
“Good-Will Builders’—with the donor’s name im- 
printed in gold or silver leaf. 


Safeguard the health of your employees—add to their 
convenience and efficiency. Equip your offices with the 
new Sanitouch Moistener. Write for circular M-1. 
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Vs Stromberg Time Recorder really guards payroll 
accuracy, saves many times its price by cutting 
down on lateness, errors and bickering over dis- 
crepancies. It is simple to operate, reliable and in- 
expensive, 


With a Stromberg Cost Recorder giving the star? 

and finish time of each job you don’t have to 
guess, you know the cost. Know too how much time 
is wasted! Automatic, sturdily constructed and ac- 
curate, 


Vcowing when if happened can lead to greatly 
improved service and lower costs. Time the ar- 
tival and departure of mail, tickets, registrations, 
orders, meal checks, any routine— with Stromberg 
Aut tic Time Stamps. Fast, rugged, reliable. 


v: Stromberg Program Clock starts and ends the 
work period automatically and uniformly by 
sounding a gong or horn. Time gained by regular 
starts increases production and profit. Several mod- 
els are available to handle various schedules. 


ime 


Does time work for or against you? Like a dripping faucet, time can steal away profits 
by careless waste. Simple automatic time controls eliminate many hidden losses—turn 
wasted time into savings. Learn how Stromberg Time Equipment can smooth your routines, 
save many times its cost. Just clip and return the coupon for more detailed information. 


STROMBERG TIME CORPORATION roma 1vae conreRsyon 
109 LAFAYETTE STREET, NEW YORK 13, N. Y. 
Pl end me more information on: 
SUBSIDIARY OF GENERAL TIME INSTRUMENTS CORPORATION CytG GRUNGE Chioe MeN 
DCO TIME STAMP (DD PROGRAM CLOCK 
» Cc Lad 7 
Street 
109 LAFAYETTE STREET STROMBERG NEW YORK 13, NEW YORK ioe 

Individual 
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ERE’S the greatest improvement 

in office furniture in more than 
half a century —the Shaw-Walker 
29” desk! 


Inches lower than standard office 
desks, it literally puts every office 
worker on top of his job—places all 
work under the eyes, within easy 
finger-tip reach. 

What’s more, this revolutionary 
desk has been “‘time-engineered”’ 27 
ways, inside and out, to speed up 
thinking, planning, organizing... 
to step up office production and 
eliminate costly wasted minutes. 

Only Shaw-Walker could have de- 
vised such a desk, for it was born of 
fifty years’ experience serving the 
“‘time-economy” of American busi- 
ness. 


And there are Shaw-Walker desks, 


“Pail Likea 
Skyscraper” 


chairs, files, fireproof cabinets, sys- 
tems, indexes and supplies—4,000 dif- 
ferent items— each “‘time-engineered” 
for the needs of every job and worker. 

If youare setting up a new business 


or merely wish to modernize worn, 
out-dated offices, make sure you use 
Shaw Walker equipment through- 
out. It will help you make the most of 
every minute, every working day! 


New, low, comfortable 
height (29”). Puts you on 
top of every job. 


Job-engineered drawer 
space—executive, adminis- 
trative and clerical. 


Concealed, removable 
wastebasket—saves time, 
floor space and litter. 


Center drawer with extra 
compartments— space for 
everything you need at 
your finger tips. 


Most comfortable working 
top ever invented. 


“In,” “Out,” and “Hold” 
lettertrays inside—confi- 
dential, quick, no desk-top 
clutter. 


Scientific personal file with 
speed guide, dividers— 
saves “barrels” of time. 


GHAW-WALKER 


PACKED WITH IDEAS FOR STRETCHING OFFICE TIME! 


@ Organize now for greater sales effort and lower operating cost! A 
wealth of ideas or. “‘time-engineered”’ office systems and equipment. 
36 pages! Many color illustrations! Just off the press! Write today on 
business letterhead to: Shaw-Walker, Muskegon, Michigan. 
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Largest Exclusive Makers of Office Furniture and Filing Equpiment in the World 
Executive Offices at Muskegon 32, Michigan 
Branches and Exclusive Dealers in All Principal Cities 
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New furniture units provide DuPont with individualized work stations for open areas. 
Below: a close-up of a unit 


FUNCTIONAL FURNITURE AT 


% DEVELOPMENT of a new “private office” 
for open areas of buildings was disclosed October 
20th at the Office Management Conference of the 
American Management Association, held in New 
York. It was described in a talk by Francis F. 
Middleswart, an engineer with E. I. DuPont de 
Nemours & Co., Wilmington, Del. 

The “office” is made possible by a new type of 
furniture built into a complete working unit 
which carries its own partition for privacy and 
prestige, and can be moved from one location to 
another. Designed for the convenience and ease of 
individuals, the features of the unit were deter- 
mind by lengthy time-and-motion studies of how 
men work at their desks. 

The DuPont Engineering Department has de- 
signed and built these units for a number of Du 
Pont employees. The Management Engineering 
Section has been using it for about six months. 

As the company is not in the furniture busi- 
ness, it has no plans to make any for sale. 

(Next page) 


DU PONT 
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“The most effective utilization of space for of- 
fice functions is achieved through the use of large 
open-area offices,” Mr. Middleswart said in his ad- 
address. “It can be readily demonstrated that 
more people can be placed in offices of this type 
than in any other. However, even where open 
areas have been treated with acoustical ceilings 
and carpeted wall to wall, the elements of noise 


Contrast between new and old 
treatment is startling. The mov- 
able functional furniture unit 
above gives “private office’ se- 
clusion and concentration of 
needed materials to DuPont staff 
members formerly accommodated 
as at right. The partition is an 
integral part of the new furniture 
unit, 
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and confusion which arise are serious detriments 
to the productivity of the group so placed.” 

After discussing the conventional means for 
overcoming the noise and confusion problems of 
open-area offices, the building of partitions around 
individual work stations or small groups of indi- 
viduals performing related work, Mr. Middle- 
swart went on to say: 

“The problem of space utilization, therefore, 
resolves itself into finding equipment wherewith 
the space economies of an open-area office can be 
achieved and at the same time prevent the confu- 
sion that arises when large unpartitioned areas 
are used. The DuPont Company, in attempting to 
solve this problem, has developed what they have 
named ‘Functional Office Furniture.’ 

“Before entering into a discussion of Fune- 
tional Office Furniture, we want to say that this 
is not offered as a panacea for all the ills of the 
space utilization problem. However, it has been 
demonstrated to be a solution to a portion of the 
problem, because it has enabled the company to 
achieve the space economies inherent in the open- 
area office and at the same time provide suffi- 
ciently for the privacy and prestige requirements 
of many of the personnel who otherwise would 
be assigned to private offices at a considerable 
loss in space utilization. 


“The basic element in the DuPont system of 
functional furniture is an L-shaped desk unit 
with partition attached. 

“Those of you who are interested in motion 
economy will appreciate the advantages of the 


November, 1949 


oo “ae Mi rs mAs. ~ A a q 7 <a ae So 7 
a ne 4 ci . >See. ~ _ a ae 
3% 
‘ 
oe 
Vs 
as 
pe 
foe: . 
: opm ” j eh = es vs ‘ . 
5 j zl 2 _ — : « aa Re oe = 
A ; nin E : 
' i Me 
: . — Sa. , “ P . ; X 
" ie e an o 4 _) e 7 
i? -_>=~ 7 oO 
“— e | (ees _ ~~ ; 
‘a 4 : : oes 
- ie . _ a 
bs 2 fie ee ‘ a yf: ms 
ai e < ! Page an . ae 
a oe ) ie ae ; eC ee Ey a : 
pt, 2) ee “ae sy a 
: . Baers Liocy Ta ail al 
_ a: A e!|hCU 
= Pe ae = + 
- 0 Se i —"- ae 
¥ tae ban a Spe ay = 4 Bet  S "4 
2 4 a at rey: aa te aa ‘ i or  ) ee: 4 
dy i 2 ae phe, ati. || 
as L-s 
; des 
aot, OS ge. . 4 es gi 
x ers —— : pri 
> ee 8 _ a i 9 oat : & ' 
4 See 4 nomen = ma : 
y ee . a at 
Re 4 Ry : > re oo ee, % 
a. mbes _ ££ 4 r ler 
fh - m4 ae ‘. es ; ‘: = — . an 
° : ax i ia <8 us 
| = 4 } ; unk: cs a th 
we a, “ ih 
= = , be q 
i aeRO : od ia dr 
4 ee vi 
a | eecepe iggy ote a , a ~ —- 
Sass Sinan eee * . ir cae ne 
gs evga gk ee " be. — . 
_ ae nk ee og . rs sf: | 
be : x a y 4 4 a “ay th 
; _ — ia th 
— ee: Vee 3 E emt k tea al ie ae 
aie s ; Py al &§ ir ae ee di 
‘3 de> ; ae | é - a“ re “ b 
4 ? . q 4 a ie 
aa - : ee a # ° — s | ee 3 ? - 
aa : Ds pe Wetieg, ee , p 
on A yaa a ; * Dag Ns ee 
. 2 m= ; Ere: . > " os tz ee vr big cae r 
ee a a [—<— © I 
. 3 0 
= 
a a a 
at 
4 
ia 
4 ae. ae  -» a, | ary rs —_— ny Be hs 
a a Sie Ae) " % a i. < \C e  e ae a ape ae. ill e rT ae 


Looking down inside the 


L-shaped work space. This arrangement, with a 
desk-height file attached, gives a person the equi- 
valent working area of the conventional desk and 
table arrangement found in many offices—both 
private and open-area types. 

“By placing a shelf arrangement on top and 
at the back of one side of the desk, the equiva- 
lent of a conventional bookcase can be put within 
an arm’s reach of the person at the desk, without 
using any additional floor space. Neither does 
this shelf interfere with the use of the desk. 

“If the drawer pedestal, containing one file 
drawer and two service drawers, does not pro- 
vide sufficient filing space for the individual’s 
needs, a second desk-height file pedestal housing 
two file drawers can be added to the other end of 
the desk, or placed alongside the first pedestal. 
If this is not sufficient, a three-, four-, or five- 
drawer file could be used instead of the two- 
drawer file just suggested. Thus, complete flexi- 
bility with regard to filing is made an integral 
part of the system. Apropos of the filing, it can 
be said that the use of functional office furniture 
is conducive to centralized filing; a simple ar- 
rangement being to consolidate all the file cabi- 
nets for an area in a corner, or down the center, 
of a room equipped with functional furniture. 
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new furniture unit 


“Thus far, we have discussed the advantages 
of functional furniture to its users from the mo- 
tion economy and convenience angles. Let us now 
examine the space requirements. The conven- 
tional desk and table arrangement with one filing 
cabinet, one bookcase, and one occasional chair 
for visitors requires, on the average, approxi- 


Where needed, the equivalent of a conventional bookcase can be 
put within arm's reach 
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mately 80 square feet of floor space, without con- 
sideration of aisles or partitions. These same fa- 
cilities can be achieved with functional furniture 
in approximately 65 square feet, representing a 
reduction of slizhtly over 30° of the space re- 
quired with conventional furniture, again without 
considering aisles or partitions. As stated, the 
foregoing calculations were made without con- 
sidering partitions. 

“To facilitate the handling of the problem of 
flexibility and to afford the necessary privacy re- 
quired for effective work, a partition is included 
as an integral part of a functional desk unit. The 
partition may be made to clear or frosted glass, 
plywood, or some acoustically treated material, 
depending on the needs of the particular work 
station. Partitions may be either 6 ft. or 7 ft. 2 
in. high. This construction has the obvious ad- 
vantage of permitting the partitions to be moved 
simply by moving the desk unit. The partitions 
may be of varying iengths, extending along the 
sides of the desk and across the end of the ad- 
jacent file pedestal or, if desired, may stop at the 
end of the desk and not extend across the file 
pedestal. 

“The next factor to be considered is noise. It 
has been found that by carpeting the area wall- 
to-wall and installing an acoustically treated ceil- 
ing, the noise factor is brought sufficiently under 
control to permit effective work. 

“Proper illumination is achieved through the 
use of an over-all pattern of fluorescent lighting, 
independent of the desk arrangement, thus pro- 


ENT WORKER 
FROM STANDPOINT OF 


viding additional economies when changes in lay- 
out must be made. 

“Since open-area offices can be more effectively 
air-conditioned than a series of private offices, 
functional furniture thus adapts itself well as a 
companion to this feature which is rapidly be. 
coming a ‘must’ in good office engineering. 

“Now, it is not proposed that the use of func. 
tional furniture will eliminate all private offices, 
nor is it recommended as a means to dress up all 
open-area offices. There are and always will be 
the individuals whose functions require them to 
have private offices; furthermore, there are other 
office functions which can be served best by the 
large open-area offices with conventional furni- 
ture. But there are a host of activities in between 
these two extremes which lend themselves well 
to functional furniture, such as cost accounting, 
purchasing, technical, engineering research, and 
sales. 

“This discussion can be summarized by noting 
the functional furniture achieves the following 
results: 

“1. It permits the more effective utilization of 
space, either by reducing office space require- 
ments by amounts up to 30 per cent, or by permit- 
ting up to 35 per cent more people to occupy a 
given floor area. 

“2. It permits extreme flexibility in office re 
arrangement at minimum cost. 

“3. It facilitates modern lighting and air-condi- 
tioning utilization. 

“4. It improves morale. 

“5. It permits the building of prestige and ac- 
cording recognition by providing individualized 
work stations.” 


"PEACE RECORD 
EQUALLING WAR RECORD" 


That is the title of the prize-winning cartoon 
in the Disabled American Veterans annual 
newspaper cartoon award, reproduced here. 
It graphically portrays the employability of 
disabled veterans. The cartoonist, J. Hugh 
O'Donnell, of the "Indianapolis Times,” points 
out that the war handicapped veteran is an 
excellent worker from every standpoint. 
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Management executives from all parts of the country were on hand 


CUTTING OFFICE COSTS, AMA THEME 


By Charles Hackett 


% WITH COST reduction as its governing theme, 
the Office Management Division of the American 
Management Association held its annual confer- 
ence at the Statler in New York on October 20th 
and 21st. More than 600 office managers and sys- 
tems supervisors registered for the meeting. 

Dr. Coleman Maze of New York University, 
vice-president of the AMA Office Management 
Division, was chairman of the opening session, 
which heard remarks by Lawrence A. Appley, 
president of AMA; Ewan Clague, commissioner 
of Labor statistics, Department of Labor, Wash- 
ington, D. C., and R. L. Forster, consultant and 
office manager, and past president of the Office 
Executives Association of New York. 

Mr. Clague, in a speech entitled “Cost Reduc- 
tionm—A Postwar Problem,” said that product de- 
sign changes, arrested development work in in- 
dustry, and feverish attempts at plant expansion 
with simultaneous efforts for high output follow- 
ing the recent war have caused entirely new cost 
problems to arise. He presented some of the 
sources for solution to these problems. 

Mr. Forster, discussing paper work in all the 
phases of American business, described the work 
of the forms specialist as being sadly neglected 
by industry, and urged greater employment of 
his abilities at one point or another in a com- 
November, 1949 


pany’s organization, with complete control of 


this important operational tool. 


The first afternoon session, on “Cost Reduction 
In Office Services,” was taken up by a panel dis- 
cussion participated in by George Vanderbilt, 


Elmer L. Helm, of Shell Oil Co., president of Executives 
Association of New York, addressing AMA conference 
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Standard Oil Co., Cleveland, Ohio; George Berni, 
Procter & Gamble Co., Cincinnati, Ohio; F. F. 
Middleswart, E. I. DuPont de Nemours & Co., 
Wilmington, Del., and John S. Wiltse, Johns- 
Manville Co., New York. W. E. Tarr, Studebaker 
Corp., South Bend, Ind., was chairman. The au- 
dience took part in the discussion following the 
talks of these men. 

Mr. Vanderbilt declared mechanization in the 
office is too often misapplied, with the result that 
operating costs are driven up. The old method 
might be less costly, with proper planning and 
scheduling, trained personnel, and proper forms. 
Cost of the new machine system must be esti- 
mated, as must the possible effects on the staff 
of the new system. A checklist should be devel- 
oped to help determine the worth of the new 
installation. 


Reduce filed materials! 


Mr. Berni called for a full-dress program 
which, executed, would reduce the body of filed 
material in an office. Pointing out that oral con- 
tacts between office people and outsiders would 
not ordinarily be recorded, he asked, why main- 
tain a file of like material merely because letters 
chanced to have been written? Top management 
should support the program, and set an example; 
should make it difficult for anyone to get addi- 
tional filing equipment. Filing practices should 
be policed by some one in authority. Certain 
types of correspondence can be answered by mar- 
ginal notes on the original letter. 
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At the “Office Idea Exchange" session for large organizations 


Mr. Middleswart’s remarks on “Saving Space 
With Functional Furniture” are featured as the 
opening article of this issue. 

Mr. Wiltse probed the areas which offer oppor- 
tunities for cost reduction in the office. He 
showed why he feels the greatest field for saving 
is in office personnel, and presented a long-range 
program, application of which by his company 
has produced savings of about 20 percent. Other 
companies have had the same success, he said. 
Flow charts will show where procedural changes 
and simplification are needed. Job descriptions 
are necessary. Time values for various opera- 
tions are also important. Monthly production 
reports are also a part of the program. The pri- 
mary step is proper selection of employees. 


Ideas swapped 


Representatives of large companies, and small 
companies (the latter classification taking in 
those with fewer than 500 employees) held two 
concurrent sessions the second morning, called 
the “Office Idea Exchange.” 

Members of the large-company panel were John 
Handy, Jr., Deering, Milliken & Co., New York: 
Roy Walls, Bridgeport Brass Co., Bridgeport, 
Conn.; James Foley, Remington Rand, Inc., New 
York; S. L. Leach, York Corp., York, Pa.; L. E. 
Isaacson, Eastman Kodak Co., Rochester, N. Y. 
and E. M. Derby, Metropolitan Life Insurance 
Co., New York. Each speaker limited himself to 
five minutes in advancing his idea. Mr. Handy 
was chairman of the large-company session. 


November, 1949 


Many 
awe 


Nov 


i eS Be 4 
et ts ' : -! > 
-_ ; 2 oe a ih is . F Be ——— ey! mon : eek 
2 ee ah ae ees eS a. ; ” i em ah eer 
q A BS eS a ge eee ee ee 
oa A tS ap * eras = ea hae - a d ee ae : ned er 
a i ae Sg) om ee he 7 5 a Feo ent Gig Me asa 
os . Ew i: nae ¥# 2 
fa a. i is i SS ire i ee a pet Pe Bs toe 
: ee oon. _  »& © Se ee 4 
‘ . 0g me &. | ioe w ey es | Riva & i. BG 5 ‘ 
i ; par * ah ; ee es Ag @ Bs 20 ee 
Pe esd ® ae \ SS rn ee 
: Bees aa 4 i : 4 7 a i 7 AON cs a : <a : ) 
| ‘ : < ze bee i mee a ae ae oo ne . 
i ey wd = : : a ’ —  , | ae 
"hiki ‘ 4 7 Fs Se . . ies 5. + FS Le " i * 2 iS 
Ae a + De cid + 329 : P * i % a rot ese ge 
: he 2 a PO \ 
i * ae ae » laee . et ae) Ne ae 
i ey fe “ % or | M 
: 7 A“ got age ue 
a orc >a —— Be stré 
+ Sa = = ee wet 
: 4 ee ‘ ‘ ens S43 ;i Fe aay = 4 Sip, : “2 arie 
= aan ee 
fs q | \ = = 4.2 GE amen Senta into 
Sa om \ on : Ev eg tee bo ; 
a ‘ hat a at fa git ee Se * : Eo, oe }. min 
- Wu eS ee . quic 
dq 
4 dep 
7 a frui 
wh 
si N 
? eco! 
4 lists 
‘ . y 
* gral 
1 stor 
i offic 
a 
a tan 
ree eva. 
‘i mer 
r. age 
j e son 
: 
2) ) 
¥ con 
. & 
Se, 
; 
* 
a 
: Se es) 
. oe — = i * lo -- * ai eee a eee — oe a fa 
+ —. — -— £ % ae * 2 
on | aN) — . — ae. one 9 a le Saeamen 


STROMBERG-CARLSON COMPANY 
ORGANIZATION CHaRT 


MRECT OG 
oa 


Representatives of the smaller companies at their “Office Idea Exchange” 


Mr. Walls said procedures for re-evaluating 
jobs can sometimes fall short of their intent. “A 
straight audit of job titles, code numbers, sal- 
aries paid, ete., should not beguile management 
into thinking that the procedure is soundly ad- 
ministered.” A trained job evaluation group, 
quick to observe changing conditions in different 
departments, will come up with “a much more 
fruitful audit.” 

Mr. Foley showed the simplicity, speed, and 
economy of the Flexoprint method of preparing 
lists. 

Mr. Leach declared that a comprehensive pro- 
gram for supervisory training would be a mile- 
stone in the direction of cost reduction in the 
office. Related to this, though, are the impor- 
tanee of such aids as proper job descriptions, job 
evaluation, procedure manuals, modern equip- 
ment, and “a two-way street” of employee-man- 
agement communications for the handling of per- 
sonnel problems and grievances. 

Mr. Isaacson described how Eastman Kodak 
controls its office equipment. After recounting 


Many a new suggestion was carried 
away from “Idea Exchange” 
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the defects of the old method, he told of a “move 
ticket” and the procedure governing its use, to 
the end that efficient and economical administra- 
tion of the firm’s office machines has been gained. 

Mr. Derby said that first-line supervisors 
rather than methods men should make job break- 
downs for use in job instruction. 

“If they are encouraged to make more com- 
plete breakdowns,” he said, “the result will be 
a detailed work-flow description covering all sig- 
nificant information—and training in making 
such breakdowns takes less than half a day.” 

Five-minute idea exchanges were offered in the 
small-company session by Edith Harper, Scott, 
Foresman & Co., New York; Powell Majors, 
Lance, Inc., Charlotte, N. C.; Howard McCul- 
lough, Stromberg-Carlson Co., Inc., Rochester, 
N. Y.; W. C. Damuth, Home Life Insurance Co., 
New York, and Robert Brown, Bird Coal Co., 
Philadelphia. 

Albert A. Beste, Koenig Coal & Supply Co., 
Detroit, Mich., was chairman of this session. 


(To next page) 
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Miss Harper emphasized that the increasing 
cost of office operations can be reduced through 
the use of specially designed forms. She gave 
three concrete examples of streamlined opera- 
tions involving special forms. Use of these forms 
brought about more effective coordination be- 
tween home and branch offices; a reduction in 
billings; an appreciable saving in hours during 
peak periods of seasonal work, coupled with 
heightened employee morale. 

Mr. Majors offered his prescription for cost 
reduction in the office. Cost of training an em- 
ployee can be reduced materially (beneath the 
range of $169 to $342 estimated to be the cost by 
the Merchants & Manufacturing Association of 
Los Angeles). Proper mechanization, he said, in- 
volves punch cards and tabulating equipment 
even in a small office, under certain conditions, 
and the use of a check-signer where the volume 
demands it. 

Forms should be scrutinized for possible econ 
omies, and colors may be standardized for distri- 
bution purposes. Mr. Majors’ company has had 
fine results with employee aptitude tests. 


. 
o 


= 
; Departmental reorganization 

Mr. McCullough said that departmental re- 
organization in the interests of lessened expenses 
is drastic, but effective. Earlier this year, his 
company had such a reorganization, each division 
becoming completely autonomous, with horizontal 
authority on product lines instead of functional 
lines. Stromberg-Carlson management hopes that 
within a year indirect expense can be reduced 
at least 20 to 25 percent. 

Mr. Damuth charged that arithmetical chores 
in business offices, outside the field of trained ac- 
countancy, are done the hard way. The estab- 


lishment of a brief course in arithmetic for af- 
fected personnel would be a worthwhile contribu- 
tion to work simplification. 

Mr. Brown described his method of controlling 
office functions extraneous to his duties as treas- 
urer of Bird Coal Co. 

Elmer L. Helm, of Shell Oil Co., scheduled 
to speak in the final afternoon session, took the 
place of William L. Batt, SKF Industries, Phila- 
delphia, as guest speaker at the luncheon session, 
Mr. Helm cited the ways in which hidden talents 
and abilities of office personnel could be revealed, 
The supervisors are the key here, he said, but 
their ratings of individual employees would have 
to be checked and cross-checked for the best 
results. 

Acting it out 

In the afternoon, the executives were treated 
to a demonstration of the “Role-Playing Tech- 
nique in Supervisory Training.” This technique, 
demonstrated. by Alexander Bavelas, assistant 
professor of psychology at Massachusetts Insti- 
tute of Techyology, had Prof. Bavelas and three 
supervisors from the audience acting out before 
the group a Situation representative of a common 
office problem in human relations. Prof. Bavelas 
took the part of the employee; each of the other 
men in turn the part of the “boss.”’ The situa- 
tion used was that of a valued employee who was 
absent from the job for three days without noti- 
fying his boss. 

The three “bosses” presented three different 
approaches to the handling of the problem. Prof. 
Bavelas, in the part of the erring employee, ap- 
praised in a clinical manner the techniques of 
each “boss.” The “interviews” were unrehearsed, 
and none of the three actors was present during 
the performances of the other two. 


Demonstrating “Role-Playing Technique in Supervisory Training" at AMA Office Management Conference 
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Four New York associations of office people participated in the Forums 


FORUMS HIGHLIGHT BUSINESS SHOW 


By Kimball Darby 


% THE National Business Show, with its mass 
presentation of things modern and efficient in the 
field of office equipment, had its 1949 showing at 
Grand Central Palace in New York from October 
24th through the 29th, with a total attendance of 
close to 90,000. 

Many new developments in the mechanics of 
accounting, automatic typing, duplicating, and 
collating were brought to the attention of this 
large audience. 

Increasing interest was displayed in the con- 
current Office Week Forums, sponsored by the 
Office Executives Association of New York, and 
participated in by three other associations active 
in New York—the Records Management Associa- 
tion, the Transcription Supervisors Association, 
and the New York Chapter of the National Asso- 
ciation of Cost Accountants. The Forums held 
ten sessions, which commenced on October 25th, 
and ended October 28th. Elmer L. Helm, Shell 
Oil Co., president of OEA, opened the conference. 

A fine program of speakers on many phases of 
office management commenced with the address 
of Major General John Hilldring, U.S.A. (Ret’d), 
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who, from the vantage point of his service in the 
Army, the State Department, and as a delegate 
to the United Nations, made an eloquent plea for 
understanding of UN and its problems by the 
American people. 

“IT am disturbed by the attitude of many Amer- 
icans toward the UN—about its works and about 
its effort,” General Hilldring said. “In general, 
too many Americans believe that the UN is 
simply a facade—a forum where too much talk- 
ing is done—where nothing else is done, and 
where nothing else can be done. This is unjust, 
as well as a dangerous point of view.” 

In only four years of existence, the General 
said, the UN has raised the moral standards of 
international relations, has placed nationalism 
in its proper perspective, and has served greatly 
to eliminate suspicion. 

Dr. Coleman Maze of New York University, 
told his listeners that they had a job apart from 
the purely technical aspects of management work. 
Office managers, he said, should do everything to 
increase mechanization in the office, but mechan- 
ization is not the sole answer. People supply the 
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answer, and it is up to management to improve 
the attitude of its people. One of the areas re- 
quiring attention is in the employees’ understand- 
ing of the business they have gone to work for. 

“It is a dangerous thing to have a high school 
kid come to work and assume that his firm is 
clearing 40 to 50 percent net profit,” Dr. Maze 
pointed out. “There should be no difficulty in 
your understanding their dissatisfaction.” 

Of all the people in the office, the office man- 
ager comes closest in contact with the people who 
have these erroneous ideas about profits, but the 
company will have to help him correct these mis- 
understandings. 

In most companies, Dr. Maze pointed out, the 
job of the office manager has not been blue- 
printed, and it remains for that executive to get 
a clearer delegation of duties than he has. 


Control and motivation 
Other functions of management with relation 


to people are control and motivation. Control 
“isn’t a matter of issuing orders, neither is it 
altogether a matter of making decisions. Control 
requires a sort of manipulative skill.” 

“When people come into your office with looks 
of eager anticipation on their faces, I would say 
that they have good leadership,’ Dr. Maze said, 
in speaking of motivation. 

The Records Management Association of New 
York sponsored the address of Vera A. Avery, 
well known authority on filing, who emphasized 
the requirements which make for good filing 
practice. She was introduced by Mrs. Alva Men- 
zies, of A. R. Menzies Associates. 

Theodore Lemcke, Standard Brands, Inc., was 
chairman of the session which heard Albert Pley- 
dell, former Commissioner of Purchases for the 
City of New York, speak on “Improving Office 
Purchasing Methods.” 

Mr. Pleydell, recognizing that the drive to re- 
duce operating costs is again getting under way, 
said that the original sources of saving—in the 
production side of business—have been ex- 
hausted. 
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“The office is the new field for cutting costs,” 
he said. 

What often amounts to a feud along Kentucky 
mountaineer lines between the office manager 
and the purchasing agent could be overcome by 
a coordinated effort toward which both execy- 
tives as well as other management individuals in 
a company could contribute. 

Solutions to the problem of poor purchasing 
procedures might be found in the establishment 
of standards, particularly those covering large 
volume purchases of printing; stock room space 
commensurate with the size of the particular 
division; and a centralized purchasing depart- 
ment. 

Michael A. C. Hume, of the accounting firm of 
Bennett, Chirlian & Co., spoke to the office ex- 
ecutives on “How to Mechanize an Accounting 
Office.” 

Madeline S. Strony, Gregg Publishing Co., and 
Amy Lorton McKay, of the Lorton-McKay 
Agency, shared the rostrum under the sponsor- 
ship of the Transcription Supervisors Associa- 
tion of New York. Madeline C. Gorman, Caleo 
Chemical Division of American Cyanamid Co., 
was chairman of this session. 

Train for the specific job 

Mrs. Strony’s talk made her listeners aware 
of the growing concept held by educational au- 
thorities that business must train new employees 
for the specific job. She also listed the methods 
used by some companies in finding desirable office 
workers, and compared these efforts with those 
of other companies that are less efficient in this 
respect. 

“We seem to lose sight of the fact that office 
as well as industrial employees must be trained 
if we are to keep down office costs,” Mrs. Strony 
said. 

Mrs. McKay, in her talk entitled “The Human 
Margin of Profit,” said that “understanding be- 
tween employer and employees will yield a larger 
return than any other single economy available 
to management in 1950 and many years beyond.” 


At one of the Office Week Forums sessions 
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Approximately 90,000 persons attended this year's National Business Show and Forums 


Dr. William Turner, dean of the School of 
Social Work of the University of Pennsylvania, 
took the place of Herbert L. Rhoades, of the Met- 
ropolitan Life Insurance Co., as Forums speaker. 

With “The Practical Aspects of Job Evalua- 
tion” as his subject, Dr. Turner told his listeners 
that job evaluation was a full-time job that re- 
quired the enthusiastic cooperation of everybody 
on the executive level if it was to succeed. He 
warned his listeners not to go to a consultant who 
would, with the aid of his own staff, install the 
plan and then leave, with no individuals within 
the company sufficiently oriented to carry on. 

“Be sure you get the kind of consultant who 
will show you how to do it—not do it for you,” 
he said. He also warned his listeners that some 
individuals on the management level might attack 
the system as being “too inflexible.” A plan is 
doomed, he indicated, when efforts are made to 
oblige those people who want exceptions made to 
the job evaluation plan as set up. 

Harry H. Allen, Mutual Benefit Life Insurance 
Co., Newark, N. J., was chairman of this session. 

Richard R. Crow, United States Rubber Co., 
New York, spoke on “Developing Competent Su- 
pervision.” 

Mr. Crow, introduced by Carl Basler of the 
same firm, called for a closer acquaintance with 
each supervisory job, proper supervisory selec- 
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tion, proper awareness of replacement possi- 
bilities for each supervisory job, and a program 
whereby management could periodically appraise 
line executives by personal contact. These are 
prerequisites to management development and 
training activity, he said. 

In his talk on “Conditioning the Office to Com- 
bat Fatigue,” Kenneth H. Ripnen, Kenneth H. 
Ripnen Co., Inc., New York, said in part that 
“the park-like setting for office buildings is just 
beginning, and the United Nations buildings, 
and those of the Pittsburgh-Dowling-Equitable 
project will go Rockefeller Center one better.” 

Mr. Ripnen described the advances that have 
been made in the fields of air-conditioning; color 
treatment of walls, furniture and machines; and 
office layout to the end that the efficiency, com- 
fort, and the general welfare of the office staff 
will be served. 

Paul B. Mulligan, Paul B. Mulligan & Co., New 
York, spoke on the “Use and Benefits of Clerical 
Time Standards.” Mr. Mulligan showed how 
such standards could stabilize office costs; ap- 
praise systems improvements before installation ; 
establish comparisons of efficiency between de- 
partments; make employee compensation more 
equitable. 

M. G. Bastianello, of Statistical Tabulating 

(To next page) 
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Co., New York, told “How to Get Results From 
a Punch Card Installation.” 

Mr. Bastianello recounted the early history of 
the punch card system of tabulating, and then 
described the basic principles of the operation. 
Later on he emphasized the necessity for coordi- 
nating the operation of the system with the other 
departments in the company to the end that the 
equipment may run as nearly continually as pos- 
sible. 

in this way, with many departments taking 
advantage of what the equipment has to offer, 
the cost of operation can be kept to a minimum, 
and can be distributed to a maximum degree over 
the company. Important too, Mr. Bastianello 
said, was a program of continuing education for 
the operators, so that they can learn new de- 
velopments in the use of the equipment. 


READERS, 
WHAT 
DO YOU 
LACK? 


% “WHY don't they make... ?" 
Readers of OFFICE MANAGEMENT, how many 


times have you asked this question, referring to 
some gadget, machine, or other item of office 
equipment you felt would be a valuable addition 
to the tools of the office—if only some one would 
design and manufacture it? 


Here's a chance to pass your suggestions on to 
where they may do some good. One of the coun- 
try's outstanding manufacturers, who up to now 
has not made anything for the office, has asked us 
for as many suggestions as possible from readers 
on what this manufacturing firm may make to satisfy 
some important office need. The product should 
be something which can be operated electrically 
or electronically. 


Send your suggestions to 
New Product Editor 
OFFICE MANAGEMENT & EQUIPMENT 
212 Fifth Ave., New York 


We will print, over your names, some of the 
ideas we think interesting, and we will send all of 
them on to the manufacturer for consideration 
and possible action. 
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Wired for Sound 


% THE new General Petroleum Corporation’s 
offices in Les Angeles are wired for sound— 
almost any kind of sound a human can hear, 

The efficiency of the highly specialized but 
highly integrated team of people who make up 
the home office staff of the company depends on 
good communication. This fact led the manage- 
ment to install what the manufacturer has called 
“one of the most elaborate sound distribution sys- 
tems ever designed.” 

With the new sound system, designed and built 
by the Radio Corporation of America, a great 
variety of things can be done. But chief in the 
minds of the company’s management is the fact 
that the president or any of the other principal 
officers of the company can instantaneously com- 
municate with every one of the 1,000 employes in 
the building. This enables the management at 
any time to go to the employes with news affect- 
ing the company or an explanation of company 
plans, policies, or progress. 

But this function is only one of the feats which 
the sound system can perform. It can originate 
a program for broadcast from any of five points 
throughout the building. It can carry programs 
being broadcast over the radio—AM or FM~— 
or being carried by telephone. Complete radio 
programs can be originated in the building and 
“fed” to radio stations for broadcast. 

Over this “desk-side’” network will be carried 
musical programs designed to reduce fatigue and 
iron out the low points of each employee’s “energy 
curve.” A full library of records has been pur- 
chased by the company, as well as a record player 
which provides continuous pre-selected music 
throughout the day or any portion of the day 
completely automatically. 

Special equipment has been installed in the 
executive offices and committee rooms where pro- 
grams may be heard, either from live radio broad- 
casts or from transcriptions. Two-way group 
conferences may be conducted by executives using 
these facilities with other personnel located any- 
where that can be reached by telephone. 

A control room for “mixing’”—equal to that 
found in the most modern commercial radio sta- 
tions or radio network terminal points, has been 
installed in the building to control the various 
circuits, speakers, and programs. 

All the equipment which makes up the entire 
system is the most modern yet developed. Speak- 
ers are of the co-axial type, which can reproduce 
the widest possible range of tone. Volume control 
is automatic. 

The Otto K. Oleson Co., RCA distributors, in- 
stalled the system. 
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W. J. Adams, 
Canada Life 
Assurance Co., 
Toronto, 
new president of 
Life Office 
Management 
Association 


% A PERSON who wants to return to conditions 
as they were in “the good old days” will not have 
the mental attitude which will lead him to adjust 
the operations of his business promptly to a new 
environment, J. Finley Allen, president of the 
Life Office Management Association and secre- 
tary of the Home Life Insurance Co., told the 
opening session of the association’s recent annual 
conference at Swampcott, Mass. 

“Management should not delay in making ad- 
justments to new rules of the game because it 
disagrees with them,” Mr. Allen said. “Obviously 
we should all do our individual best to see that 
economically fallacious legislation is not adopted. 
But in this country we are witnessing a very dras- 
tic change in the economic basis on which the 
country operates—a distinct trend away from a 
relatively free enterprise, capitalist economy. It 
would appear that we must expect to have to ad- 
just to these new conditions.” 

Among the problems which life insurance man- 
agement will inevitably encounter in the coming 
generation, Mr. Allen said, is reducing the cost 
of life insurance through reducing life insurance 
expenses, which in turn depends upon developing 
an increase in individual productivity. 

“The history of industrial enterprise is full of 
examples of machines that have been invented to 
keep costs down under the stimulus of high wages 
and a restricted labor supply,” Mr. Allen declared. 
“It is up to us, the people who are directly in- 
volved in the home office management phase of 
life insurance operations, to encourage and stimu- 
late mechanization. It is essential that we keep 
an open mind and an imaginative mind on the 
question of new machines. 

“Our own Electronic Sequence Controlled Cal- 
culator Committee is doing an important explora- 
tory job in this field. Most of us do not under- 
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stand and probably never will understand the 
principles of electronics. We are, therefore only 
human if we are somewhat skeptical about their 
application to our business. I am not going to be 
so rash as to make any prediction as to what 
that application might be. My only purpose is to 
ask you to be open-minded, to be receptive to 
these new ideas when they are advanced.” 
The conference heard addresses on many 
phases of management involved in the efficient 
operation of home and branch offices in the life 
insurance field, by authorities in their lines. 
New officers and directors elected by LOMA at 
its conference are: president, W. J. Adams, sec- 
retary of Canada Life Assurance Co.; vice-presi- 
dent, H. T. Polk, treasurer of National Life & 
Accident Insurance Co. Directors—each for three 
years—R. C. Dimon, vice-president of Travelers 
Insurance Co.; M. G. Fuller, executive vice-presi- 
dent of State Farm Life Insurance Co.; and 8. A. 
Riesenman, secretary of Security Life & Accident 
Co. For one year, C. H. Bader, vice-president of 
Interstate Life & Accident Co. Also new director, 
R. J. Hasbrouck, assistant comptroller of Pru- 
dential Insurance Co. of America, as vice-chair- 
man of the Educational Council. 
(To next page) 
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service in that 
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(From preceding page) 

Frank L. Rowland, executive secretary of the 
Life Office Management Association, completed 
his twenty-fifth year in his present post by de- 
livering his report as executive secretary to the 
Association’s membership. Introduced by J. Finley 
Allen, president of the association and secretary 
of the Home Life Insurance Co., Mr. Rowland 
reported on one of the association’s most produc- 
tive years, in which, among other advances, there 
Was an increased participation in LOMA’s educa- 
tional activities for the fifth consecutive vear. 

“During the year we have observed a continu- 
ing interest on the part of top management,” Mr. 
Rowland said, in part, “in all phases of life office 
operations. Personnel administration in all its as- 
pects, methods, procedures, office layout, operat 
ing costs, organization structure, seem today to 
be vital concern to our management. To an in- 
creasing degree, our executives and technicians 
are taking a more searching approach to their 
responsibilities, one of which is focused upon 
learning a better way to accomplish the objec- 
tives of the office. No longer are we retarded by 
the inertia of habit or the fear of change. New 
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plans and procedures, some quite revolutionary, 
are being examined objectively and evaluated on 
the sole basis of merit. 

“We have continued to benefit from the splen- 
did member cooperation which has characterized 
the work of the association since its inception, 
As a matter of fact, it seems that our most impor- 
tant resource is this pooled knowledge and expe- 
rience of our company personnel which is being 
made available to all through the staff office. Dur- 
ing the year almost 200 representatives of our 
member companies contributed to some phase of 
the association work. 

“Our program is an ambitious one. Among the 
long-range research projects which we hope to 
release to you as reports are A Comprehensiry 
Manual on the Retention and Destruction of Life 
Office Records; A Manual of Typical Times for 
Clerical Actions; A Suggested Procedure for Of- 
fice Operations Audits, with a comprehensive 
check list; and the introduction of a new form 
and procedures’ portfolio project. In time we hope 
to have available to you for loan or staff office 
review, specimens of all of the principal forms 
and associated procedures used in our business.” 


McMenimen Suggestion Systems Head 


% THE ANNUAL convention of the National 
Association of Suggestion Systems held at the 
Hotel Statler in Cleveland, October 24th-25th, 
elected Francis W. McMenimen, Public Service 
Electric & Gas Co. of Newark, N. J., president 
for the ensuing year. Close to 400 suggestion 
system men were on hand to hear of the latest 
developments in the use of this employee rela- 
tions tool. 

The suggestion system men heard about the 
achievements of the Rochester (N. Y.) Industrial 


Francis W. 
McMenimen, 
of Public Service 
Electric & Gas 


Co., 
Newark, N. J., 
new president of 
National 
Association of 
Suggestion 
Systems 
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Management Council, a model suggestion system 
set-up on a community-wide basis, in which 
thirty-five companies are participating. Ivar N. 
Hultman, vice-president of Eastman Kodak Co., 
Rochester, said that, fundamentally, the plan can 
be applied by industries anywhere in the world. 
As a result of the Council, a basic suggestion sys- 
tem has been set up for use by industries any- 
where which are seeking procedures on the in- 
stallation of such a plan. The fruits of such in- 
stallations, according to Mr. Hultman, include 
economies in operation, improved products, 
greater safety, and better production methods. 

Whether or not clarification will be made of 
the rulings of the Federal wage and hour agency 
that money awards for winning suggestions are 
wages is still unknown. A letter to NASS by 
Maurice Tobin, Secretary of Labor, gave no 
promise of any immediate change in the rulings. 

A highlight of the conference was a demon- 
stration session during which R. Fred Canaday 
of General Motors Corp. acted as leader for a 
group of Minneapolis industrial relations execu- 
tives in showing how they create enthusiasm for 
suggestion plans by the use of supervisory con- 
ferences. 

For its achievement in the successful applica- 
tion of a suggestion system, the U. S. Navy was 
given a plaque. Rear Admiral Wesley M. Hague, 
chief of the Office of Industrial Relations, ac- 

(To page 78) 
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% THE SECOND national conference of the 
Systems and Procedures Association of America 
took place October 14th and 15th at the Bellevue- 
Stratford Hotel in Philadelphia, with top men in 
the field of system analysis on hand to exchange 
ideas and hear case histories of systems work. 

Following a brief address of welcome by L. H. 
Goodhue, Armstrong Cork Co., Philadelphia, pres- 
ident of the Philadelphia chapter, the people at 
the conference heard the talk of Leonard J. 
Angus, consultant, entitled “The Control of Ac- 
counting by Electronics.” 

After reporting his findings on a brief mail 
survey of the manufacturers of business ma- 
chines in which those queried generally agreed 
that the full application of electronics was still 
pretty far away, Mr. Angus said that some of the 
machines being sold today “are relics of the 
1890’s, and that offices still need machines for 
the specialized accounting job. Yet electronic 
machines for particular accounting jobs “are 
closer than most people think,” he said, pointing 
out that big companies have sized up their re- 
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General Donald B. Armstrong, president of U. S. Pipe & Foundry Co., addressing the Systems & 
Procedures Association of America. Shown with him are V. S. Shirar, SKF Industries (center), and 
Raymond B. Crean, Baldwin Locomotive Works, president of the association. 


SYSTEMS AND PROCEDURES COVERED 


By Gordon White 


quirements and have gone to the electronics ex- 
perts, getting specially designed equipment. 

“Look at your job from a new perspective, 
dream a little, and maybe you can make your 
dreams come true,’ Mr. Angus advised. 

“‘Research—the Backbone of Systems and Pro- 
cedures Work” was the title of an address by 
Phillips C. Salman, Socony-Vacuum Oil Co., Inc. 
Research in this field saves time and money, he 
pointed out. Back-tracking and re-trying those 
methods which have worked out unsatisfactorily 
afford groundwork for selling ideas or a program 
Research instills confidence in one’s opinions and 
convictions, and gives a sound basis for disclosing 
economies. Systems research requires planning, 
control, trained personnel, “must be aimed at 
things of consequence,” said Mr. Salman, offering 
a program for a research group. Results of a 
research project should be embodied in a strictly 
factual report of the study’s findings, he said. 

The systems men heard the report of the as- 
sociation president, R. B. Crean, of Baldwin Loco- 
motive Works, at the banquet that night. Guest 
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speaker at the banquet was General Donald B. 
Armstrong, president of the U. S. Pipe & Foun- 
dry Co., and former Commandant of the Indus- 
trial College of the Armed Forces. Among the 
points made by Mr. Crean were these: 

Thousands of man-hours have gone into the 
perfection of industrial production techniques . 
the industrial engineer holds a coveted place 
wherever material is being manufactured in 
quantity. ... Now the eyes of management are 
turned on those of us who are concerned with 
what is generally referred to as ‘paper work’ and 
its related activities. . . . This group has been 
entrusted with an important task and... must 
develop the techniques which will be acceptable 
wherever two or more people gather to do a job. 

General Armstrong said, in part: 

“Systems and procedures executives exert an 
influence on a country’s power. 

“A rough approximation of national potential 
is represented by the summation of the factors 
manpower plus economic resources plus tools plus 
skills plus organization plus morale.” “Actual 
power is the national potential plus time,” he 
disclosed. “This formula is equally applicable to 
the microcosm of the business in which each of 
you gentlemen works. .. .” 


Contravenes a fundamental 


General Armstrong pointed to the present or- 
ganization of the Federal Government as contra- 
vening one of the fundamentals of organization, 
i.e., “An organization should never be permitted 
to grow so elaborate as to hinder work accom- 
plishment,” and supported the recommendations 
of the Hoover Commission. Yet the complexities 
of today’s problems require staffs, and General 
Armstrong pointed to the creation of the Control 
Division of the Army Service Forces, and its ac- 
complishments in simplifying ASF operations 
during the war. 

Increasing international tension has spurred 
interest in plant dispersion, with resultant neces- 
sity of efficient centralized control, and this 
“should augment the significance of your duties,” 
he said. 

“Conducting an Office Program in a Large 
Office,” was the address of John B. Keene, of 
Behr-Manning Corp., Troy, N. Y. 

Mr. Keene declared that people are beginning 
to understand and appreciate the fact that shuffl- 
ing papers costs money. Offices are virgin terri- 
tory where thousands of dollars of savings may 
be made. One of the many approaches to effi- 
ciency at Behr-Manning Corp. is work simplifi- 
cation in the office. Initial phase of the introduc- 
tion of the program here was a conditioning 
process referred to by Mr. Keene as a “whisper- 
ing campaign.” After that, the supervisory staff 
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was combed for thirty key supervisors who were 
receptive to the plan. Various charts were then 
presented as illustrations, along with the step. 
by-step program. Twelve training sessions for 
two groups of fifteen supervisors—the maximum 
effective class—with each session lasting two 
hours, completed the formal program. 

Elles M. Derby, Metropolitan Life Insurance 
Co., New York, presented “Selection and Train- 
ing of Systems Personnel.” 


Required abilities 


Mr. Derby said a systems man needs analytica] 
ability, because of the multiplicity of detail of 
his assignments. Creative ability is another re- 
quirement, which is closely dependent on experi- 
ence. He must also possess “sales ability’’—the 
ability to get along with people and to sell his 
recommendations to top management. Finding 
men with this combination of talents isn’t easy. 
Best sources are the schools of engineering and 
science, since graduates of such schools have 
demonstrated this ability to the satisfaction of 
the faculty. Business administration men do not 
qualify, in Mr. Derby’s opinion, though they could 
possess these qualities inherently. The candi- 
date’s service record, wherein may be found in- 
dications of his worth, and at least one thorough 
interview are vital to the selective process. 

The program also included the addresses of 
E. Willard Gardiner, Sears, Roebuck & Co., on 
“Statistical Quality Control in the Office”; H. F. 
Van Gorder, United States Steel Corp. of Dela- 
ware, on “Control of Clerical Costs by Work 
Measurement”; Prof. David B. Porter, New York 
University, on “Experting vs. Participation”; 
Prof. William R. Mullee, New York University, 
on “Selling the Supervisors”; Henry F. Burrows, 
Old Colony Envelope Co., on “Conducting An 
Office Program in a Small Office’; Jerome Bar- 
num, Bigelow-Sanford Carpet Co., New York, on 
“Visual Aids That Work”; and Richard Nev- 
maier, consultant, on “The Place for Office Ma- 
chinization.” 

“Problems of a System Analyst,” a skit, was 
presented by Bruce Taylor, Associated Hospital 
Service of Philadelphia; R. R. T. Rowan, New 
Jersey State Employment Service, Trenton, N. J.; 
and Phillip H. Gadsden, Jr., Philadelphia Electric 
Co.; all members of the Philadelphia Chapter. 
The conference ended with this presentation. 

Chairmen of the various sessions were A. L. 
Mettler, Electric Storage Battery Co., Philadel- 
phia; J. G. Nagro, Birds-Eye-Snider Division of 
General Foods Corp., New York; L. M. Manna- 
smith, Montgomery-Ward Co., Chicago, and Gibbs 
Meyers, Federal Telephone & Telegraph Co., 
Nutley, N. J. V. S. Shirar, SKF Industries, Phil- 
adelphia, was convention chairman. 
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APPLICATIONS 
OF VERTICAL 
FILING EQUIPMENT 


By A. E. Malmer 


of All-Steel Equipment, Inc., 
Aurora, Ill. 


*% NOW, for the first time in several years, most 
manufacturers of steel filing equipment have re 
sumed normal production. Filing cabinets of 
practically every type and size are becoming 
available. This should be good news for the 
many office managers who have been unable to 
replace worn out and obsolete units, or provide 
badly-needed additional storage facilities. 

During the past few years every business, large 
or small, has been confronted with the problem 
of keeping its ever-increasing quantity of rec- 
ords properly housed and readily accessible. Our 
first thoughts are of filing systems, and rightfully 
so, as proper indexing and organization are nec- 
essary functions in maintaining a satisfactory 
filing system. However, much has been written 
about the various types of filing systems, so we'll 
confine this discussion to the factors which should 
be considered when selecting filing equipment. 

In addition to the vertical type of filing cabinet, 
there are other types of filing equipment such as 
horizontal units, visible files, and others. Space 
does not permit a discussion of these special types 
here. 

Careful consideration should be given to the 
selection of steel filing equipment, not only to 
take care of present needs, but also with the defi- 
nite purpose of having each newly-purchased 
unit fit into some definite plan of expansion. 
Each piece of equipment should be selected to 
take care of a specific type of filing. All units, 
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if possible, should be of similar design and finish, 
for uniformity of appearance. 


First, of course, consideration must be given 
to the types and sizes of forms to be housed. 
Whenever possible, use forms of standard sizes 
so that standardized equipment can be used. 
Files of special sizes are costly. Steel equipment 
manufacturers now offer units which will accom- 
modate any standard card or paper, ranging in 
size from 214” wide by 3” high, to 18!” wide by 
1414” high. 

Next, thought should be given to the number 
of records to be housed, and the space available 
for the equipment. The inside filing space of 
each drawer in most files now offered varies from 
24” to 27”. The following table of paper and card 
stock thicknesses will enable you to determine 
the approximate number of papers or cards ac- 
commodated by an inch of filing space. Allow- 
ance should be made for guides and folders. 


PAPER 
Number 
Paper to Inch 
Onion skin paper 8 lb. unglazed..... 600 
8 lb. glazed ....... 740 
9 lb. cockle finish. 530 
Bond paper 2) ee 390 
DOM vsdaseneaanes 320 
i: Sere 260 
Se eee 210 
Ledger paper ere 320 
ee ee 260 
ie ci isch rey. waco 240 
Bib ad ieutaniea sin 210 
ee 200 
Check paper ee 250 


(To next page) 
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CARD STOCK 
Number 
Card Stock to Inch 
Index bristol oars 150 
ree: 130 
DE enc Ncaoeudie 100 
| Se 75 
Maio sccareear eich 60 
Printing bristol BO octivcneeveae 100 
Serer ere 80 
ME acrid ct arounsitin 70 
PE ech Baca aelccarda 55 
Postal bristol Sere 100 
acess o a.pewioe 110 


Five-drawer height files 


Whenever floor space is a problem, five-drawer 
files should be used. These units, of course, offer 
25 percent more filing space than do the conven- 
tional four-drawer files. In addition to this, oper- 
ating efficiency is increased when they are used 
in the central file department. Five-drawer files 
are offered in letter and legal sizes, and double 
and triple document inserts are available for 
them. Most manufacturers offer two heights, one 
about 57 inches and the other about 60 inches. 
The latter is usually equipped with the regular 
type of follower block and with guide rods in 
the drawers. The 57-inch high units usually have 
flat bottom drawers without guide rods, but 
equipped with regular follower blocks or dividers. 


Four-drawer height files 


Undoubtedly, four-drawer height files, usually 
about 52 inches high, are in greatest demand. 
Possibly the reason is that they are offered in 
sizes to accommodate any standard size card or 
paper, and are available in a great variety of 
combinations. Four-drawer height files are wide- 
ly used in filing departments as well as in pri- 
vate and general offices of all types. These units, 
when placed in batteries, serve very well as par- 
titions between departments in the larger offices. 


Three-drawer height files 


These units, commonly known as “counter- 
high” files, are usually about 42 inches high. 
Counter-high files are also offered in types and 
sizes to accommodate any standard size card or 
paper. They are recommended whenever floor 
space is not a problem. One advantage is that 
when used as a counter the records are close at 
hand while the employee is in contact with the 
customer. A wide variety of storage units such 
as cupboards, roller shelf vnits, and cash drawer 
units are available for installation with files of 
this height. Counters may also serve as parti- 
tions between various departments and do not 
obstruct the view into other parts of the office. 
Also, the counters serve as an excellent working 
surface. 
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Two-door height files 


Two-drawer files are usually available in only 
letter and legal sizes, but inserts and substitute 
drawers for cards and other forms can be in- 
stalled in them. These units are 3012 inches or 
29 inches high—desk heights. Files of this size 
are recommended for the storage of personal 
correspondence or of especially active records 
which should be kept alongside one’s desk. When 
used in this manner, the working space of the 
desk is increased. These files may also be used in 
places where a file of greater height cannot be 
installed. 


One-drawer height files 


The one-drawer letter and legal files are for 
use in a small business or for the storage of ac- 
tive records which must be moved from place to 
place. 


Transfer cases 


The purpose of transfer cases, of course, is for 
the storage of inactive records which must be 
kept for varying periods of time. Those units 
are available in sizes to accommodate several of 
the more popular sizes of cards and papers. Each 
unit is complete with an individual case and can 
be securely stacked one on top of the other to the 
height of the ceiling. 


Dead-storage files 


Present State and Federal laws are such that 
practically all records must now not only be kept 
for a longer period of time than in earlier years, 
but also be readily accessible for reference and 
audit. In addition to the transfer cases and cor- 
rugated and paperboard cartons used, to meet 
the conditions of permanent storage a complete 
line of dead-storage files has been developed. 
These units are similar to transfer cases, as both 
the case and removable drawers are of reinforced 
steel, and are offered in sizes to accommodate 
cards or papers of all standard and special sizes. 


Grades of construction 


After the type and size of filing cabinets have 
been selected, consideration should be given to 
the type of construction best suited for the re- 
quirement. 

Most of the steel equipment manufacturers are 
now featuring two grades of vertical filing cabi- 
nets. They are: 

Standard—Grade A: These units are of the 
highest quality and are available in one-, two-, 
three-, four- and five-drawer heights and with 
drawers of sizes to accommodate any standard 
size forms. The Grade A files are recommended 
(To Page 78) 
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NEW THINGS 
in the 
NEWS 


ABOVE: 


SIGNA-LARM is a new paging system which provides a pleas- 
ing chime signal for locating key personne! in offices. Installations 
range in size from a single chime up to a maximum of 12. All 
the chime signals sound the code call desired at intervals of 
15 seconds, and the person paged can respond from the nearest 
telephone extension or report directly to the spot from which 
the paging call emanates. Operating on only 24 volts, the com- 
pact control unit can be placed at the telephone switchboard 
or at any other central location. Each installation includes a 
control unit transformer and the required number of chime 
signals, the latter available in a number of finishes to match 
color surroundings. Each chime signal is equipped with a volume 
control to insure the correct intensity of sound. The control 
unit is priced at $39.50; the chime signals from $5.50; and the 
transformers from $2.50. Manufactured by the Signa-Larm Divi- 
sion of NuTone. Inc.. Madison & Red Bank Rds., Cincinnati. 


ABOVE: 


A MACHINE that accurately counts anything from dollar bills 
to World Series tickets at speeds up to 1,000 per minute has 
been introduced by Pitney-Bowes, Inc., postage meter manu- 
facturers, Stamford, Conn. An optional imprinting device per- 
mits dating, coding, endorsing or canceling while counting. Called 
the model TIC "Tickometer", it is a production development of 
an earlier ‘custom'’ type machine made in limited quantities for 
special applications, chiefly in transit and amusement companies. 
The new model is a general purpose counting and marking ma- 
chine with widespread application in business and finance. Among 
the items handled—at speeds ranging from 500 to 1,000 per 
minute—are checks and currency, tickets and cou-ons, label: and 


cards, stubs and receipts, sales and producti>> <‘io: and cven 
magazine cover “returns. The company <2 5 tho now ‘Tick- 
ometer" offers "100 per cent countine - - = :7. i simple and 
safe to run, requires no extensiv~ ces ! foo: and stacks 


automatically. 


ABOVE: 


BLUEPRINT CABINETS from Cole Steel Equipment Co., 285 
Madison Ave., New York, are now available in three sizes. The 
inside drawer dimensions of the 5-drawer units range from 37 
inches wide, 25 inches deep, 2!/4 inches high; 43 inches wide, 
32 inches deep, 2!/, inches high; and 50 inches wide, 38 inches 
deep, and 2!/4 inches high. Cabinets are built of heavy gauge 
furniture steel, have smooth gliding drawers, and are equipped 
with a lift compressor in front of drawer and a hood in rear 
to prevent material filed from curling or tearing. Units can be 
stacked, and automatic plunger-type locks are available. Colors 
are olive green or Cole grey crinkle finish. 


RIGHT: 


FOR THAT SPECIAL OFFICE GIFT to the executive, H. Edward 
Winter, 11020 Magnolia Dr., Cleveland, nationally-known enamelist, 
offers these glass enamel-on-copper items. The large square ash- 
tray, 8!/-inches in diameter, is priced at $17.50; the round flat 
ashtray, 6!/,-inches in diameter, priced at $10. The Evans lighter 
at $17.50; and the cigarette box, 5 inches square, made of turf 
leather, at $25. The items come in transparent brown with 
white speckled edge and gold leaf decoration. 
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ABOVE: 
NEW PAYCHECK ENVELOPE that insures not only privacy but 


reduces the time and cost of making up payrolls, is announced 
by the Outlook Envelope Co., 1001 Washington Blvd., Chicago. 
The glassine transparency is placed in such a position as to show 
only the name and number of the employee as it appears on the 
check. Writing the name of the recipient just once is the only 
operation necessary. The paper in paycheck envelope is positively 
opaque, providing much desired privacy by employee and employer. 
Various sizes and shapes are made to meet all specifications. 


ACCOUNTING | 
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ABOVE: 
CHIME-MATIC SIGNALLING is now featured as an innova- 


tion in the newly engineered intercommunication equipment being 
introduced by the manufacturer, Executone, nc., 415 Lexington 
Ave., New York. By pressing any button, the machine auto- 
matically announces the call at the station selected by means of 
a modulated chime and signal light. There is no need for the 
caller to press the talk bar or to announce himself. Other new 
features include electronic voice circuits for “selective sensitiv- 
ity"; streamlined cabinets; and expansion kits to add additional 
stations. 
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ABOVE: 


LIBERTY STORAGE BINDER, a product of the Bankers Box Co, 
720 South Dearborn St., Chicago, has been improved and now 
features an aluminum hinge which provides wear-proof protection 
for the vital transferred records and multiple post hole punch- 
ings. The multiple centers make possible the use of one stock 
size binder which will fit several sheets the same size but with 
different centers. The rust-proof hinge is firmly riveted to hard 
surfaced, durable presdwood covers. Finish is bright and attrac. 
tive. Binders are available in twelve stock sizes and can be 
made up to fit specialized sheets. They are also available with 
either the Liberty self-locking post or with semi-permanent screw 
posts. 


ABOVE: 


COMPETING FOR THE FIRST TIME, Underwood Corp., One 
Park Ave., New York, received the Best of Industry Award, pre- 
sented for its entry in a national coniest sponsored by the Direct 
Mail Advertising Association at their recent convention held in 
Chicago. Underwood's prize-winning portfolio included samples 
of direct mail campaigns, and E. W. LaTourette, Underwood's 
regional manager in Chicago, accepted the award on behalf of 
the company. Six copies of the Underwood portfolio have been 
produced for exhibition as a part of the traveling exhibits to be 
shown by the Direct Mail Advertising Association throughout 
the country. 
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BELOW: 

AUTOMATIC ELECTRIC STAPLING MACHINE that staples 
instantly upon insertion, is from the Staplex Co., 72 Jay St., 
Brooklyn, N. Y. Available in two models, one AC the other DC, 
the features of the machine include single contact control; com- 
pletely automatic operation; adjustable §¢faple position; portabil- 
ity. With it, there is no repetition of stapling in same position 
—cannot staple over. Uses standard staples which are quickly 
and easily loaded through a front opening. Size is 12 x 12 x 8 
inches, and machine weighs 12'/2 pounds. 


ABOVE: 


NEW COPYING DEVICE, the Bolsey portable microfilmer's 
unit is entirely self contained with reader, camera, lights, stand, 
and all accessories carried in a single case. It weighs only 18 
pounds. The camera uses standard 35mm film cartridges. An 
advantage of this equipment is that the camera can be used 
separately from the microfilm equipment as a regular camera, 
producing colored slides. While the outfit is designed for con- 
ventional work with letters, legal documents, blueprints and similar 
subjects, it can be easily adapted to work of other sizes. By 
simply reversing the arm on the stand, copies of full size news- 
Papers, large drawings, and other objects may be made. A 
product of the Bolsey Corp. of America, it is available from the 
Migel Distributing Co., Inc., 118 East 25th St., New York, priced 
at $179.50 complete. 
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ABOVE: 


CHECK FEEDER FOR FILM-A-RECORD CAMERAS is a new 
device from Remington Rand Inc., 315 Fourth Ave., New York, 
which automatically feeds checks into a microfilming camera at 
the rate of 250 a minute. It will handle mixed checks or cards 
ranging from 2!/4 to 10 inches in width. Produced by the com- 
pany's management controls division, the new feeder is equipped 
with two rollers for positive feed control, and the follower is 
built on. The unit simply slips onto the record camera and can 
be attached by anyone without detailed instructions. It is de- 
signed especially for use with the model 6 or 7 Film-A-Record 
cameras, and is one of five types. 
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ABOVE: 

RECORDAK FILM READER, the latest from the Eastman Kodak 
Co., Rochester. N. Y., is designed especially for offices and 
banks now using either the duplex or duo methods of microfilming. 
This new unit, similar to the company's “table-top” l6mm. read- 
ers, has greater magnification. At reduction ratios of 35 to | 
and 28 to |, the film is exposed first along the left-hand edge 
and then along the right-hand portion, so that the capacity of 
a 100-foot roll of film is more than doubled. One of these 
readers is included in the rental cost of both the Recordak 
Duplex and Triplex microfilmers. Model pictured is designated 
PF, and is available for delivery now. 
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ABOVE: 

KANT-SLIP FORM FLOW REGISTERS manufactured by the 
Standard Register Co., Albany & Campbell Sts., Dayton, Ohio, 
are now produced in a new color finish—business grey. The 
new color is one of several recent improvements to the line of 
autographic registers, others including a new pressure bar used 
for holding multiple copy forms in fixed position while being 
separated from the remainder of continuous forms in the register. 
In addition, an electric register which feeds, registers, aligns, 
and ejects business forms at the touch of a button, is announced 
by the company. 


a mee hae te ee 


The M°Bee y Company 


ne ee Peete os te stesso 


ABOVE: 
PLANT-CITY ADVERTISING PAYS OFF—Pictured are two of 


the recent series of newspaper advertisements placed in The 
Messenger, the only newspaper in the town of Athens, Ohio, 
by the McBee Co., manufacturers of McBee Keysort Cards and 
equipment, whose plant is located in that town of 12,000 people. 
The company has run a series of 20 ads over the past two years, 
and will probably run another ten before the end of this year. 
The intelligent ads don't preach political philosophy or the ideas 
of any top-management official of the McBee Company. Instead 
they merely tell the Athens townspeople about the company, 
what it makes, how its products are used, what it costs to run 
the plant, what the plant means to the town, and what it is 
like to work for the company. In short, the ads are designed 
to help sell McBee to the community. All of the ads are six 
full columns (three-fourths of a page) and all follow the same 
general style with an eye-catching format and_ illustration. 
The ads are written by the company's executive branch and their 
advertising agency, Byer & Bowman. of Columbus, Ohio. The 
effectiveness of these campaigns has been of such strength that 
they have become a permanent part of the McBee operation. 


50 OFFICE MANAGEMENT AND EQUIPMENT 


Prosperity 


~ w=, 
. 

°o 
fey: 


\@; 
f 


RM KEvsoRT 
— ws Si 


to Athens 


<_< oe 
Ata 6 Os tae 2 5 termes pote: to tte i 3 


The M°Bee ey Company 


ABOVE: 


SECRETARIAL DESK from the Luxury line of the Haskell Mfg. 
Co., 207 Penn Ave., Pittsburgh, features a typewriter elevator 
mechanism with counter-balancing spring adjustable for weight; 
all-steel construction; matching linoleum-on-steel top and alumi- 
num edging. It is one of a complete line of office desks and 
tables made by the company. 
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ABOVE: 
CONSOL-ETTE REFRIGERATED BAR with custom-built cabinet 


work and rich finishes in hardwoods and veneers of selected grain 
mahogany, walnut. or limed oak, will add a distinctive touch to 
the executive office, conference or dining rooms. Bar has a 3.5 
cubic feet refrigerated storage space, three aluminum ice trays, 
utility tray, 15-quart stainless steel container, mirror-backed and 
formica serving section, and sturdy, built-in Yale cabinet locks 
and keys. Contemporary console cabinet, shown, is 42 inches 
high, 42 inches wide, and is 18 inches deep. Unit is simply 
placed where wanted, plugged into an A.C. outlet, and it is 
ready to operate. From the Refrigerated Equipment Sales Corp., 
19 West 44th St., New York. Special finishes are also available. 
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LET US TELL YOU 


WHERE 10 GET IT 


Whenever you are in need of any | 


type or brand of office equip- 
ment, commercial stationery or 
maintenance supplies which your 
regular source of supply cannot 
satisfy, call on the Subscribers 
Information Department of 
OFFICE MANAGEMENT AND 
EQUIPMENT for assistance. 


We maintain a permanent staff 
in our Directory Department—a 


staff that works all year long cor- | 


recting lists of manufacturers, | 


distributors, classes of merchan- | 


dise and trade names, keeping 
records up-to-date to serve you 


with dispatch and efficiency. 


Daily, we receive phone calls and 
letters from office management 
executives all over the country 
who are in search of the best 


sources of supply for individual 


A=) Want something 


...counts 


_ cash, coupons, 


pieces of equipment or large 


quantities of office supplies, fur-— 


niture and appliances. 


| 
| 


Ask us to help you solve your | 


office equipment problems. 


Subscribers Information Department 


OFFICE MANAGEMENT 


212 Fifth Ave., New York 10, N. Y. 
Phone MUrray Hill 9-4411 
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checks... 
tags, tickets, 
transfers 


counted?.. 


Used to take Opal hours to count the coupons 


that came in the morning mail. ..even at that, accuracy 


to the nearest ten was considered right on the nose! 
..- But then the firm got a new Tickometer and now 
Opal’s finished in a matter of minutes. ..not only 
counts all the coupons in the place, but all the cash on 
hand in the accounting department plus checks, The 
new Tickometer imprints same, too! 

Does your firm have something that should be 
counted or imprinted fast, accurately , automatically? 
... Get all the facts on a Tickometer!—a machine that 
handles more than eight hundred bills or paper forms a 
minute... five times faster than manual methods... 
feeds and stacks automatically . . . records and imprints 
both full and partial runs . . . never makes a mistake! 


Already in use at hundreds of department stores, 
banks, business and publishing houses. . . the Tickometer 
saves time and trouble wherever accurate counts 
are needed... Call the nearest Pitney-Bowes office or 
send coupon below for illustrated booklet . . . now! 


Pitney- Bowes 


@TICKOMETER 


Counting and Imprinting Machine 


PitNeEy-BoweEs, INc. 
2907 Pacific St., Stamford, Conn. 


Please send illustrated Tickometer booklet to: 


Name 


Firm 
Address —__ 
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TOOLS 
OF THE OFFICE 


The large representation in this article of the 
series has forced us to divide each section— 
duplicating machines, photocopying machines, 
and file cabinets over two issues. Those units 


not shown here will be carried in December. 


Liquid process 
duplicator now 


made by Old 
Town Ribbon 
& Carbon Co. 


Duplicating Machines 


Addressograph-Multigraph Corp., 1200 Babbitt Rd., 
Cleveland 17, Ohio 
Multigraph Duplicator—Multilith Model 75 
@ This new Multilith model in the Multigraph Duplicator line 
occupies less than 4%4 square feet of floor space and will 
automatically feed paper sizzs ranging from 3” x 5” to 934” x 
14”. Any weight of paper stock from 16 lb. Bond to 110 lb. 
Bristol can be automatically fed. 

Machine features streamline design with built-in automatic 
vacuum type paper feeder and cabinet base which provides 
for storage space of operating supplies and accessories. 


Addressograph-Multigraph's Model 75 


Vacuum Feeder is of continuous loading type. Instead of 
usual horizontal feeder magazine, Model 75 feeder magazine 
is almost at right angles to conveyor tapes which carry paper 
to gripper fingers on master cylinder. This feature cuts down 
floor space requirements. Painted a neutral shade of brown 
morocco wtih deep brown trim. Model 75 employs the ex- 
clusive Multilith Process which would classify broadly under 
“planographic” or “lithographic” duplicating. 


American Stencil Mfg. Co., 2714 Walnut St., Denver 5, Col. 
Sure-Rite Stencil Duplicator 
@ Automatic inking, automatic feed, and automatic impres- 


sion release; closed cylinder type drum. Printing within 


American Stencil's Sure-Rite 


14” of top of paper. Reset counter. Office grey color. Takes 
post card up to legal size paper. Price $79.50. 


Autocopy, Inc., 450 W. Superior St., Chicago 10 
Rudco Stencil Duplicator, Model 100 
@ Dimensions: 36” length, 12” wide, 12” high. The Rudco is 


made of heavy gauge steel and formed and electric welded 
into a rigid frame secures and holds in alignment all work- 
ing paris. It is b.ack wrinkle finish and has a completely 


closed leak-prcof cylinder and is mounted on ball bearings. 
Has an automatic feed and is a rotary operated machine 
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Duplicating Machines 


7~—-o 


using the stencil principle of duplication. The impression 
roller on the Rudco contacts the cylinder automatically, only 
when a sheet of paper is in printing position, and the machine 
will reproduce 100 copies per minute. Price $85; $95 with 
counter. 


Columbia Ribbon & Carbon Mfg. Co., Inc., Glen Cove, N. Y. 
Model No. 1 Gelatine Hectograph Duplicator 

@ Duplicating or printing surface up to 834” x 13”. Black 
crackle finish. Weight 14 lbs. Rubber vacuum cupped feet. 
Hand Roller carriage. Light and simple to operate. Hecto- 
graph principle for reproducing masters prepared by type- 
writer or other office reproducing machines, by hand or from 
printed masters. For use in small businesses, schools, 
churches and institutions. 


Copy-Plus, Inc., 2817 W. Carmen Ave., Milwaukee, Wis. 
Curvette Ambassador, Spirit Duplicator 
@ Will handle sizes 3” x 5” to 14” x 17”, and features the 
Copy-Plus copy aligner and variable block-out for systems 
work. Custom designed, finished in Plus-Tone gray, this 
perfected roller moistening Copy-Plus is machined to toler- 
ances of .001” from aluminum, tobin bronze, and heavy brass. 
Smooth positive operation is assured by shielded ball bearings, 
and precision cut steel gears. From onion skin to heavy off- 
set, plus government post cards can be fed automatically 
from the same feed table in one or multiple colors. Priced 
at $275 plus government Excise Tax, f.o.b. Milwaukee. 
Among other models Copy-Plus also has what they claim 
is the only portable spirit duplicator on the market with 
retractable feed and recziving trays; weighs less than 30 
lbs., covers less than one cubic foot of space, yet handles sizes 


3” x 5” to 9” x 17”. 


Davidson Mfg. Corp., 1020 W. Adams St., Chicago 7 
Multiple Davidson Dual 


@ This new unit combines two standard Davidson Dual ma- 
chines attached to one feeder and, through this combination 


unit, it becomes possible for one operator to do the work 
of two. 
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Below, and clockwise: 

Columbia Ribbon & Carbon's Model |; the Copy- 
Plus Curvette; the Multiple Davidson Dual Dupli- 
cator; and Autocopy's Model 100. 


“The Multiple Davidson Dual has created for the user still 
greater flexibility in the choice of printing combinations and, 
consequently, adds greater savings on all kinds of jobs,” 
maker claims. 

Some of the combinations that are possible with one oper- 
ator and in one operation are: 

Print both sides of paper (offset or relief); print two colors 
(either offset or relief or combination of both); print adver- 
tising literature and imprint dealer names; print business 
forms and number (in color, if desired); print letterhead 
and letter one color, signature another. 

In addition to the aforegoing printing combinations, user 
also has the choice of six duplicating mediums which include 
metal offset plates, paper masters, rubber plates, standard 
linotype slugs and electrotypes or loose type. 

Delivery on a ninety-day basis. 


Dayton Typewriter Co., 516 Wayne Ave., Dayton 10, Ohio 
Model C Rotospeed 


@ Has automatic feed and roller release. Feeds any kind or 
size of paper from post cards to $9” x 16” paper. Streamlined 
in design. Aluminum alloy side frames and wheels, brass 
bearings and all metal construction, finished in wrinkle 
enamel and chrome plating. Plus other features. One turn 
of the handle produces a copy. Position of the printed 
copy can be raised or lowered 3” by simple adjustment. New 
type feed table holds up to 200 sheets of paper. Automatic 
impression roll release prevents impression roll from con- 
tacting cylinder. Price $59.50. 

A. B. Dick Co., Chicago 6 

Model 450 Mimeograph 

@ Single-lever control for quick loading of feed table. Copy 
counter registers up to 2000. Automatic shut-off. 
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Duplicating Machines 


New Roto-Grip Feed feeds up to 180 copies per minute. 
Paper sizes from 3x5 to 9x 16. Completely enclosed cylinder 
houses semi-automatic ink distribution and recovery sys- 
tem. Permits long runs without re-inking. Universal sten- 
cil clamp; standard stub, stubless and universal stencils now 
quickly and easily attached and removed. 3-way copyposi- 
tioning. Hammered grey finish with chromium trim. De- 
signed by Walter Dorwin Teague. 


Model 
A. &. 


‘ ll 
Ditto, Inc., Harrison at Oakley Bivd., Chicago 12 
Model D-15—Direct Process Duplicator 
@ Copies direct from original writing, typing, or drawing. 
Can copy four colors in one operation at 100 or more copies a 
minute. Produces 300 and more copies from each original. 
Copies forms from 3” x 5” to 912” x 14”, on various weights 
of paper and card stock. One turn of handle produces one 
copy. Provides simple, speedy liquid and pressure con- 
trol for regulating brightness and number of copies. Pro- 
vides three digit re-set counter. Reversible feeding mechan- 
ism for long and short copies. Receiving tray serves as 
cover when machine is idle. Has simple and positive 
master attachment. 


Ditto D-44 Hi-Speed Duplicator 

@ Same principle as D-15. Reproduces up to 500 uniform 
copies from each original. Can copy one or all of 4 colors 
in one operation. Has large built-in, fully enclosed, liquid 
supply tank. Copies on any size form, from a small label to 
a form 812” x 1653”—larger model, 14” x 165s”. Copies on any 
weight of paper from 16 lb. sheets to card stock. Provides 
speedy master attachment and release. Equipped with auto- 
matic feed and counter. Oilite bearings. 


Duplicopy Co., 224 W. Illinois St., Chicago 10 
Model A-3 Duplicator 


@ Hand operated—automatic feed. Over-all machine 
dimensions, 1742” length, 14” width, and 12%” height. 
Copy sheet dimensions: minimum 4” x 6”, maximum 
10” x 17”. Duplicating surface, minimum 4” x 5%”, maxi- 
mum 9” x 1612”. Cast aluminum side frames, cast alu- 
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Above right, 
around clockwise: 
Ditto's Model D-15; 
Model A-3 of 
Duplicopy Co.; 
Dayton Typewriter's 
Rotospeed C; and 
450 of 
Dick Co. 


and 


minum drum, brass ro!ler moistener. Black wrinkle finish. 
Positive single roller for moistening copy sheet; no wick 
to streak or flood copy sheet; copies delivered face up; 
simple operating master attaching device; adjustable floating 
pressure roller; positive over-riding automatic feed; hairline 
registration. Ball and oilite bearings throughout. No fluid 
controls necessary. Moistening of copy sheet strictly auto- 
matic. Price $212.50, plus tax. Have other models. 


Hart Mfg. Co., 2400 Endicott St., St. Paul, Minn. 
Model HM 149 
@ Dimensions: 37” long, 16” wide, 342” high. Steel con- 


struction, hammered taupe finish, chrome trim. Closed 

drum, automatic roller release, automatic paper feed, posi- 

tive drum brake, semi-automatic internal full-width inking. 
(Turn to page 56) 


Hart Mfg. Co.'s MH-149 
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GENERAL FIREPROOFING 


Foremost in Metal Business Furniture 


What is 
SUPER-FILER? 


UPER-FILER, the mechanized filing equip- 

ment, is a revolutionary advance in the 
filing equipment industry. It does mechan- 
ically many operations which must be done 
manually with conventional files. This saves 
time and work. Super-Filer operates easily, 
permits fastest possible procedures. 


When the Super-Filer drawer is opened, 
the swing front mechanically adds working 
space in the form of an angle spread. This 
means 18% additional capacity per drawer, 
resulting in lower operating costs and less 
initial investment in equipment. Super-Filer 
has been sold for 15 years as an exclusive 
GF product. It has been used in large numbers 
for years by many of the most prominent 
and pacers | buyers of filing equipment. 
Investigate Super-Filer today. For complete 
information, write The General Fireproofing 
Company, Dept. M-11, Youngstown 1, Ohio. 


If you would like to see our 
latest sound motion picture, 
**Mechanized Record Filing,"" 
just drop us a line. 


DEALERS THROUGHOUT THE WORLD 
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motion picture 
“MECHANIZED 
RECORD FILING” 


THE QUESTION “What is 
Super-Filer?” is answered 
expertly in the latest sound 
motion picture produced by 
The General Fireproofing 
Company. 


THE PICTURE “Mecha- 
nized Record Filing” is about 
a typical company that 
didn’t have enough room to 
house all of its records. Valu- 
able time was wasted hunt- 
ing for correspondence kept 
in over-crowded filing cabi- 
nets. The purchase of con- 
ventional files was not the 
answer, for lack of floor space 
would not permit this. 


THE PROBLEM was one 
that the GF Super-Filer— 
the mechanized filing equip- 
ment—has been specifically 
designed to solve. How this 
is accomplished is dramati- 
cally shown in this interest- 
ing and informative motion 
picture. 


“MECHANIZED RECORD 
FILING” is available for 
showings through GF 
branches and dealers. Write 
the home office for further 
information. 


You must see how the GF Super- 
Filer works to appreciate how 
greatly it simplifies filing and how 
much floor space it can save. Your 
iocal GF dealer or branch is always 
ready to demonstrate Super-Filer 
and to serve your filing equipment 
‘2quirements, as well as other 


susiness furniture needs. 
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(From page 54) 
Easy to run (drum and impression rollers mounted on 
precision ball bearings); easy to service (simple pad 
changing device); easy to clean (smooth hammered finish 
of baked-on enamel); capacity: 150 sheets of 16-lb. stock. 
Accessories: Postcard feedbox included. Price, $95 plus tax. 
Have other models. 


Above, and clockwise: 

Hectographia's Eveready gelantin duplicator; Heyer 
Corp.'s Model C; and Model 918 LE of L. C. Smith 
& Corona Typewriter Co. 


Hectographia Corp., 110 W. 17th St., New York 11 
Eveready Gelatin Tray Duplicator 

@ Films, 834” x 1444”, require no washing after use. Ink 
is absorbed onto the specially treated fiber backing within 
48 hours, and printing surfaces are once again ready for 
use. Idea is to have minimum of three gelatin sheets to use 
in rotation. Each of the gelatin films will take 20 or more 
masters before becoming filled up with ink. One set of 
three films will give a minimum of 6000 copies before a new 
refill set is necessary. Aluminum base is rigid and rust- 
proof. Fitted with four rubber suction grippers to hold 
base firmly to any smooth surface. 


Heyer Corp., 1852 S. Kostner Ave., Chicago 23 
Lettergraph, Model C Stencil Duplicator 

@ Takes small-size paper to 842” x 14”. Copy can be run 
off at speeds of 100 or more per minute. Easy to operate 
automatic speed, quick-set guides, and back-stop on large 
capacity feed table; simple inking arrangement; positive 
cylinder brake. Cast aluminum side frames, and all-metal 
construction. In new gray finish. Price, $49.50, plus tax. 
Other models available. 


L. C. Smith & Corona Typewriters, Inc., Syracuse 1, N. Y. 
Vivid Liquid Duplicator, Model 918 LE 

@ Dimensions: 14” high, 2012” wide, 27” long. Substantially 
constructed. All mechanism enclosed. Liquid reservoir 
holds a gallon. No bottle, jets, or wicks. Liquid is uni- 
formly applied by a train of rollers. Machine copies to 
extreme edges and top and bottom of sheet. Has dial type 
impression regulator, aljustable feed rolls, complete rotation 
of drums for up and down registration, right and left paper 
guides with micrometer adjustments, reset copy counter 
and baked enamel instrument finish. 

Master copies made by typing, writing or drawing on a 
sheet of paper, under which has been laid, face-up, a sheet 
of liquid type hectograph carbon paper. The carbon pro- 
duces a reverse master on the back of the sheet. The master 
sheet is fastened to the cylinder of the Vivid Liquid Dupli- 
cator and paper is automatically fed through a roller mois- 
tening mechanism which deposits a film of Vivid duplicator 
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fluid on the surface. This moistened paper comes in contact, 
under pressure, with the reverse master on the drum of 
the machine thereby producing the copy, which is delivered 
face-up in the receiving tray at the rear of the machine. 
350 to 500 copies can be produced from one master, or a les- 
ser number produced and the master reused at later dates. 
Moistening is self-starting and completely automatic. Ca- 
pacity ranges from 3” x "5 to 9” x 18”. Speed 70 copies per 
minute. 

Price, $545, plus tax. Special copy elevator and enclosed 
cabinet stand are available at additional charge. 


Old Town Ribbon & Carbon Co., Inc., 750 Pacific St. 
Brooklyn, N. Y. 

Liquid Process Duplicator ; 
@ This company has acquired all outstanding capital stock 
of the American Business Machines Corp., Somerville, Mass., 
and through such acquisition Old Town enters duplicating 
machine manufacturing. 

By this move Old Town, one of the largest manufacturers 

(Turn to page 58) 
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If you copy ANYTHING typed, 
drawn or written, you need OZALID! 


It’s Simple... 


Take any letter, sales report, form, 
drawing .. . anything tvped, drawn or 
written. Put it next to a sheet of Ozalid 
material (paper, plastic, cloth, black, 
blue, red, sepia) and feed it into an 
Ozalid machine. 


ies So 


It’s Quick... 


In as little as 25 seconds, you (anyone can 
operate Ozalid) will have a dry, positive, 
exact duplicate of your original material! 
Ozalid copies can be used as masters 

to obtain more copies! No proofreading 
...no mistakes ... no delay! 


It's OZALID! 


You can make Ozalid copies any length, 
and almost any width. You can make them 
directly from translucent material, and 
from opaque originals with an inter- 
mediate step. 

Write today on your letterhead for FREE 
booklet which tells the full Ozalid story. 
Or consult your classified directory for 
local distributor. 


Don’t copy... 


xe OZALID! 


Dept. 140, Johnson City, N. Y. 
A Division of General Aniline & Film Corporation. “From Research to Reality” | 
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(From page 56) 
of duplicating carbons and a large contributor in the de- 
velopment of liquid duplicating processes, rounds out its 
manufacturing activities with a complete line of duplicators 
for schools, offices, industries and institutions. The ma- 


chines will carry the Old Town trade mark and will be 
distributed in the United States and abroad through estab. 
lished Old Town branches and dealers. The line includes 
all electric and hand operated models. 

(Turn to page 82) 


Photocopying and 


—— 


Whiteprinting Units 


American Photocopy Equipment Co., 2849 No. Clark St., 
Chicago 14 

Apeco Cabinet Photocopier 

@ Offers a complete photocopy outfit with all component 
parts in one movable cabinet that occupies 26” x 16” of 
floor space. When top of cabinet is opened, the contact 
printer is ready for use. Prints are then placed into stain- 
less steel holders and quickly developed and fixed by insert- 
ing them into the proper slots—without being touch by the 
hands at any time. An electric dryer compartment completes 
the process which, in a few seconds, produces copies of let- 
ters, drawings, photos, documents, records and forms up to 
legal size. No special dark room is required as this unit 
operates in subdued light of any office. 


General Photo Products Co., Summit, N. J. 

Trucopyphote 

@ Make a line of small photocopying machines, portable or 
otherwise. Sizes of work handled are 812” x 11”, 8!2” x 
14”, and 18” x 24”. Machines operate on 115 to 120 volt, 
AC. or D.C, Timer is optional equipment. Large size 
$77.50. 


Haloid Corp., Rochester 3, N. Y. 

Foto-Flo Model C 

@ This semi-automatic photocopy machine accepts material 
such as engineering drawings, layouts, auditors’ reports and 
the like up to 36” x 48” which can be reduced in one ex- 
posure to 18” x 24”. A 9” x 12” copy can be enlarged to 
18” x 24” in one exposure. In-between sizes are made in 
ratio. All-metal construction. All parts of the machine in 
contact with chemicals are made of stainless steel, nickel 
castings and corrosive-restraint chemicals. 

Operates on a continuous flow principle, Haloid claims 
it produces photocopies faster than any machine of its type. 
Makes copies of anything written, printed, drawn, typed or 
photographed in reduced or enlarged size at the rate of 
three 18” x 24” photocopies a minute. 

No darkroom is required with the Foto-Flo. Operation 
of the machine is simple because the timing and print trans- 
port are automatic. Mechanical counter keeps track of the 


Top right, and clockwise: General Photo Products’ 
Trucopyphote; Haloid's Foto-Flo, Model C: and 
Apeco, cabinet type of American Photocopy Equip- 
ment. Co. 


number of photocopies made. An automatic conveyor, which 
eliminates manual print handling and agitation, feeds prints 
through the developing tank into the hypo tray. This makes 
possible the controlled forty-five second developing cycle, 
which assures uniformity of processing, cuts paper waste to 
a minimum and saves on chemicals. The Foto-Flo is now 
in production with 60 to 90 days delivery. The cost is around 
$2,000. 


Ozalid, Div. of General Aniline & Film Corp. 

Johnson City, N. Y. 

Ozalid Streamliner 

@ Width 62”, height 51”, depth 36”, weight 945 lbs. Gray 


Hammerloid finish; controls of red catalan. Compact, eco- 
nomical; all operations performed in one unit. Instantaneous 
speed control permits immediate changes in speed when 
printing originals of varying capacity. Designed especially 
for office use; prints are delivered dry, ready for immediate 
use, stacked in correct order. New models have a built-in 
voltage stabilizer, increasing lamp life and over-all operat- 
ing efficiency. (Turn to page 60) 
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See the HEYER TWINS 


DEMONSTRATE THESE 


TWIN VALUES 


HIGHER QUALITY PROT 
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YER Porlaéle ADDRESSER (patents pending) is Lellergraph POST CARD PRINTER performs man: 
tasy to use —loads and handles like a camera. Fluid is y, useful, small duplicating jobs with utmost clarity and pre 
applied, and address rolled on, in one smooth motion. cision. Advertising post cards, inventory or other record 
Accommodates shout 250 addresses on a single, change- os cards, notices, envelope stuffers, price cards, discount or 
able Spirit Master roll. Designed to assure accurate _ ; _ packing slips, shipping tags, labels, packages—it prints on 


Tegistration even in hands of a beginner. almost everything —just about anywhere. x 
Easy-to-fill wick cartridge holds sufficient $ i Uses low cost stencil... inking is automa 
ve aladlgsetegeed og LF wre ror We eg ob Tat Sah 
‘Pperations where repeat addressing or printing — DETAILS AND tion of copy being printed. Ruied torms, illust 

= required. Seer is DISCOUNTS “tions and cartoons are easily traced on the stenci 
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(From page 58) 

Any translucent piece of paper or film can serve as the 
master; anything typed, written, or drawn on such a master 
will be reproduced by superimposing it on a sheet of Ozalid 
sensitized paper, cloth, foil, film, or plastic, and passing the 
two pieces through the machine. Both are conveyed around 
a high-pressure mercury vapor lamp which transmits rays 
which penetrate the translucent original and reduce to an 
invisible compound all areas of the sensitized material which 
are unprotected by the lines and images of the original. The 
exposed sensitized material is dry developed by ammonia 
vapors from the perforated developing tank which trans- 
forms the sensitized lines into permanent dye images. By 
using different types of Ozalid papers, lines and images of 
the original can be reproduced in black, blue, red, and sepia. 

Accommodates material up to 42” wide; prints up to 10 
feet a minute—develops up to 5 feet a minute. Electrical 
consumption: starting, 2542 amps. at 220 v., operating, 21 
amps at 220 v. Wired for 60 cycles, single phase, 220 v. a.c. 
Price: $1,485, also available for 220 v. a.c., 50 cycles, single 
phase, $15 extra, for 220 v. a.c., 25 cycles single phase, $75 
extra. 


Ozalid Super-B 

Width 84!2”, height 79”, depth 38” (including feedboard), 
weight 2,075 lbs., 18 square feet of floor space required. Gray 
Hammerloid finish; controls of red catalan. 

Electric speed control providing instantaneous changes in 
operating speed between 0 and 25 feet per minute; automatic 
ammonia feed; high-pressure mercury vapor lamp; revolving 
contact eliminating friction and slippage; efficient blower 
system. 


Ozalid Streamliner 
Accommodates material up to 42” wide. Operates at 23% 
amps. at 220 v, and requires a starting current of 30 at 220 y, 
Wired for 60 cycles, single phase, 200-235 v., a.c. Price: 
$3,850. Also available for 220 v., a.c., 50 cycles, at $75 extra, 
(Concluded in December) 


: File Cabinets 


All Steel Equipment Co., Aurora, Ill. 
7000 Line File 


@ Being manufactured in two-, three-, four- and five- 
drawer files in letter and legal sizes. Increased capacity per 
file is offered as a result of its greater 28” depth. Each 
drawer will accommodate 2612 lineal inches of filing space, 
106” per four-drawer file. Rigid frame construction, smooth- 
ly operating cradle suspensicn, perfected follower, attractive 
hardware, and modern design are other features. 


Art Metal Construction Co., Jamestown, N. Y. 
No. 4300 Line Counter Height Filing Cabinets 
@ Over-all height 41-29/32”, over-all depth 28-7/16”, over- 
all width, letter and cap size files 15-15/16”, 181/16”, 8 x 5 


Left, All Steel 
Equipment Co.'s 
7000 Line file; 
below, a counter- 
height file set-up 
by Art Metal 
Construction Co. 


card files 19”, narrow and wide cupboards, storage units 
21-13/16”, 3434”. All cases have front frames welded and 
doubly reinforced. The entire case is welded into a cne- 
piece dust and vermin-proof enclosure. Rear corners have 
interlocking case construction, all file drawers are equipped 
with thumb latches. Locks are optional. Hardware is cast 
aluminum, and the finish is Art Metal Melo-Gray. 

Letter and cap file units are equipped with the Art Metal 
Ball-Bearing Roller Cradle Suspension which operates 
smoothly and quietly and at a finger touch. Card record 
units employ the Art Metal Side Arm Roller Suspension 
which permits the housing of extra drawers in standard 
height cases. File drawers extend fully beyond the front 
cabinet thus making all drawer space usable. Speed File 
Spacers (adjustable file supports) divide the drawer into 
separate compartments permitting faster filing and finding. 

All counter height units are now designed with the 4” 
toe space at the base. Counter fronts and tops may be 


(Turn tc page 65) 
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COLE’S 


Complete filing 
AND 


storage systems 


The “PROFESSIONAL” File No. 870 


Ideal for lawyers, accountants, doctors, and 
business offices. Everything at your finger 
tips. Constructed of heavy gauge steel. 
Green or gray. Unit contains: 


3 @ Two legal size, ball-bearing files. 
Dy. @ Two 5”x8” drawers (3200 card capacity). 
- @ Two shallow drawers, 1 34” high. 
tra, @ Three adjustable storage compartments 
with lock. 
$4995 
— AJ it} ks on both lec a ok ‘ $53.95 
nits 
and 
ne- 
ave 
ped 
~ast 
etal 
ates 
ord 
ion 
ard 
ont 
rile 
nto 
ing. 
4" 
be 
The “SECRETARY” File No. 470 The “TREASURER’S” File No. 472 The “BANKER’S” File No. 473 
Contains: Two ball-bearing letter files; four Contains: Two ball-bearing letter files; two nn. Gua ate cee bai spice 
4” x 6” card drawers (6000 capacity); three 4° x 6° card drawers (3200 capacity); anaes under lock end key. Size, 37%" 
? ; drawer for cancelled checks; three adjust high, 30 wide, 172 deep. Olive green 
adjustable storage compartments with safety ‘ or Cole gray. 
? ma ie able storage compartments with safety lock. 
ee ee Sa Oe SS, See Size, 374%” high, 30° wide, 17%" dee $3995 
deep. Olive green or Cole gray. oe : = ‘ ‘ ; , 
Olive green or Cole gray. With jrawer plunger-type ch $46.75 
$ 95 Also available with legal size drawers 
39 $3995 No. 873 $42.50 
: Wit jrawer plunger-tys cks for 
W $43.9" Wit! j n both letter size drawers $43.95 drawer $49.30 


a 


Prices 20% higher in Denver and West of Rockies. Free cuts or photographs available on request. 


OL STEEL EQUIPMENT COMPANY. 


285 Madison Avenue, 


~ New York 17, New Yo 7 
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¢ COLE-STERNS 


. COLE STEEL EQUIPMENT CO.INGC.NEW YORK 
MADE IN U.S.A. 


FILING STOOL 


Makes filing easy, 
ends fatigue, 
smooth rolling 
casters, finest fab- 
ricoid top. Green 
or Red. 


No. 750......$8.75 


Including 
Lock and Key 


COLE ‘‘air-flo” FILES 


An “A" grade file made of 


PORTABLE FILE 


furniture steel. Precision built, STEEL 
ball-bearing suspensions en- Use this work organizer and letter file to keep your private papers really | Compl 
able the drawers to float at Cc private. A compartment with lift cover for current records and visible dato voult. 
the touch of the finger tips. plus a ball bearing suspension file for other records. Heavy gauge steel, wedge 
No. 1004 LETTER SIZE FILE No. 8004 LEGAL SIZE FILE 4 swivel castors and 2 spring compressors. 143,” 
Wide High Deep Wide High Deep No. 5 a 
” ame 
Bs 144, 51% 285% 17%, 51% 28% 854 30% i High, Letter Size, Green or Grey ......... $36.95 No. 2 
\ Green or Gray $59.60 Green or Gray $68.40 658 30% High, legal Size, Green or Grey $44.95 
Pree ig facta ie Pat pai, Sa SOE Pine 62 O0 Adi ee Grained Walnut or Mahogany finish $9.00 additional 


Multi-drawer 
, Will 
: md. : -_ . matt 
= | va 
; ; cent 
-_ = a Save time and money in locating and finis 
‘g cy. -_ 4 safeguarding important matter. Ideal ON 
i} —_ "ead * for office forms, photos, catalogs C 
: — ; a 
; aan ar -_ a printed matter, art, cuts, expensive 
: : ; “i 
: —_ : <f tools, contracts and other valuable TAL 
. ane - records. Heavy steel, life-time con- ' 
: i ad struction. Available in olive green or 
- ; grey baked enamel finish. 
o- << 
- DES 
‘* - : No. 2717D 1 
, ae INSIDE DRAWER CABINET SIZE 
: [i DESCRIPTION. Wide High Deep High Wide Deer TW 
: - 2712 27 drawers, letter size 9” 342” 12" 37, E 30” 13% 
i - 2716 |27 drawers, legal size 9” 3%” 16 37 30° 7'; 
a: 2724 27 drawers, extra deep 9” 3Y,” 24” 37," 30 ? 25% 
LOCKS that will lock all 2773 27 drawers, tabulating card size 7% 3%" 24° 37%," 26% 25/4 
drawers of a unit are available 2717D 27 drawers, with safety doors 9” 34%,” 16” 37Y," 30 18%) TW 
For the 27-drawer units, No. 27K..$10.00 1812 18 drawers, letter size . 3¥2” 12° 37%" 20% 13% | 
For tabulating Card units, 73K.. 10.00 1816 18 drawers, legal size 9” 3%” 16° 37%" 20% Ih, 
For the 18-drawer units, No. 18K... 7.50 2414 14 drawers, canceled check size 10%)" 4%" 24° 37%," 23%) 25%) 
For the 14-drawer units, No. 14K. 7.50 129 9 drawers, letter size 9” 3%” 12” 37%" 10%) | 13%, 
For the 9-drawer units, No. 9K. 7.50 169 9 drawers, legal size 9” 3%)" 16° 37%" 10% Wh 


FREE CUTS OR PHOTOGRAPHS OF ALL COLE PRODUCTS ARE AVAILABLE ON REQUEST 


COL STEEL EQUIPMENT COMPANY | 
| 285 Madison Avenue, — New York 17, New York | 
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COLE 


rCOLE-STEELS 


No. 2906 


STEEL SAFE 


Complete with 2 Safety Vault boxes under extra lock and key, same as a bank 

vault. Sturdily constructed of heavy gauge furniture steel. Yale 3-wheel screw 

wedge combination lock. Cole gray or olive green. 

143,” wide, 30/2” high, 2854" deep 

Same as above but with an adjustable shelf instead of the 2 Vault Boxes. 

No. 2900 supcescaitncsigiaiass $49.50 
Grained Walnut or Mahogany finish $9.00 additional 


STEEL STORAGE CABINETS 


Will keep your office supplies and printed 
matter clean and orderly. Doors have two- 
way locking device controlled by a para- 
centric lock. Green or Cole gray crinkle 
finish. 


ONE DOOR CABINET, No. 400 $32.95 
Counter height. Three adjustable shelves. 
Size: 40%” high, 20° wide, 24” deep 
TALLTWO DOOR CABINET, No. 760 $59.00 
Four adjustable shelves. 
Size: 76” high, 36” wide, 18%” deep 
DESK HIGH CABINET (not illustrated) $26.95 
No. 200. One door. Lock and key. 
Two adjustable shelves. 
Size: 30%)” high, 14%” wide, 285%” deep 
TWO DOOR CABINET (not illustrated) $36.95 
No. 349L. Two adjustable shelves. 
Size: 372” high, 30” wide, 184,” deep 
TWO DOOR CABINET (not illustrated) $24.95 
No. 471. Two welded shelves. 
Size: 37,” high, 24” wide, 16” deep 
Extra shelves for above $3.95 additional. 


PRICES SLIGHTLY HIGHER 


285 Madison Avenue, 


IN ZONES 2 AND 3 
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STEEL EQUIPMENT COMPANY _ 


_ New York 17, New York — 
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LEGAL SIZE 


— / 
DRAFTS 
LEOGER 
CARDS 
= 
INVOICES a) F 
b/ 
FREIGHT BILLS 
for all size files made for any size file 
10 
$3 75c¢ 
SIZES AND PRICES STURDY CONSTRUCTION — Prontos are built of 275. 
Ib. test corrugated fibre board and reinforced with 
Inside Dimensions dace tees oe steel on the shell and the four corners of the drawers 
Suggested Uses Le = 
" ‘. File PRICE File PRICE 
Width Height Length No. Single Carton No. Single Carton 
— - — _ SAVE FLOOR SPACE — Constructed so that they inter- 
tletter Size 12% .. 10%, . . 24 E210 . Bee 10. . $3.00 1210L. . $3.85 . . $3.75 a a sa ‘ 
Letter Size 12% .. 1014... 15 E210S 3.00... 2.90 ms... 26... 28 lock into solid units and stack as high as the ceiling 
tlegal or Cap 183, .. 10%. . 24 sig ... 3.75. 3.65 ISIOL.. 4.85... 4.75 . 
Invoices 10% .. 8%..24 E109 5: 275.. 268 ©1092. 3.402. 3:30 seving valuable fleer space. 
*2 Rows 8x5 Forms 10% .. 8% ..24 | £106 .. 3.05... 2.95 108L.. 3.65... 3.55 
*Invoices or 2 Rows 8x5, 10% .. 8% ..18  E108M. 3.00.. 2.90 108M 3.60... 3.50 
oo Bills ait ss a ‘ 4 E97. 2.60 . 2.50 W7.. 20.. 2 
ecks 10! a y E104 .. 2.65. 2.55 104L.. 3.40. 3.30 
a We .. 44.24 | E84 52 210. 200 | I94iL.. 260°. 280 LOCATE YOUR RECORDS EASILY — No more need o 
rafts or Checks | 9 >» %.. 8 E94M... 2.05. 1.95 194M . 2.55... 2.45 i i i t at 
5x8 Forms 834 oe 534 ee... es .. 238. 2.25 iL... 205 .. 2.78 ey eee Pane See Taree Se ee ere 
*Deposit Slips (2 Rows | 8% .. 5%... 15 EssS .. 2.25. 2.15 was... £3.. 26 all records just as easily as in your regular active files. 
Deposit Slips } 8% 1. 4. . 24 E84 2.10. 2.00 1841L.. 2.60 2.50 
Tabulating Cards , or, are E73 2.10. 2.00 I731L 2.55 . 2.45 
*3x5 Cards (3 Rows) 16/2 .. We. . 24 E64 3.75 . 3.65 1645L 4.85. 4.75 
*4x6 Cards (2 Rows) )) 2 . 24 It: 2.65 1245L 3.40 . 3.30 bes 
*3x5 Cards (2Rows) | 10% .. 3% ..24 E103... 265. . 255 l03L.. 3.35... 3.25 BEAUTIFUL APPEARANCE — Pronto files are beoutifl 
_ Vouchers (Upright) z , see E592 . 2.90 2.80 1592L 3.65 . 3.55 , , 5 ‘ : 
~ tledger Sheets an giao * E9! 3.50. 3.40 912L is... 4s in appearance, finished in an attractive olive green 
tLedger Sheets 33 12%, .. 18 E12 4.45... 4.35 1212M . 5.80.. 5.70 The steel drawer front matches your regulor activ 
*These numbers have removable divider partitions. +Packed 6 to a carton—all others 12 to a carton. office files. 


Prices 20% higher in Denver and west of the Rockies 


PRONTO FILE - Bohr 


285 Madison peranate > 2a New York v7 N.Y. 
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File Cabinets 


(From page 60) 
given a finished appearance by the addition of finished 
front paneling and continuous Artolin tops. Can be used to 
advantage as counters, as work tables, as partitions and as 
wall ledgers. 


Art Steel Sales Corp., 170 W. 233rd St., New York 63 
Master-Filer Cabinets 

@ Made in two-, three-, and four-drawer models. Inside 
drawer dimensions are: Letter size, 105s” high, 12-5/16” 
wide ,and 2734” deep. Legal size same, except 15-5/16” 
wide. Outside height of two-drawer unit is 2912”: three- 
drawer unit is 40”; four-drawer unit, 521%”. Finish in spe- 
cial shade of gray or green. 

Cradled suspension for smooth drawer operation; 16-gauge 
carrier arms; 14 gauge cross ties; 10 ball-bearing rollers. 
The Master-filer card holder (eye-ease) on each drawer is 
placed in the upper left-hand corner, a departure from 
usual location. Drawer pulls have been given some extra 
thought with a view to securing ease of operation. Drawer 
fronts are contoured. 


Berger Mfg. Div., Republic Steel Corp., Canton 5, Ohio 
Vertical Letter File No. 3550 

@ Dimensions: outside, 1433” wide, 57%2" high, 28” deep; 
inside clear of each drawer, 1212” wide, 10-7/32” high, 2614” 
deep. Filing inches, 131144”. Five drawer vertical filing cabi- 
net in Utility Grade. “Considering its large filing capacity it 
is one of the most economical cabinets ever produced.” Case 
and drawers are electrically welded and properly rein- 
forced. Hardware is an attractive design in satin bronze fin- 
ish. There are no bolts, rivets or screws. Standard finishes: 
Olive green, platinum gray, mahogany and walnut. All 
drawers have progressive cradle type suspension, positive 
looking type level, controlled compressors. Drawer bottoms 
are flat and are not fitted with guide rods. Capacity: 27,300 
letter of cap size sheets with folders and guides. 


Standard Grade A Label Files, 1100 Series 
@ Dimensions: 41-13/16” high (counter height). Cold rolled, 


full pickled and reannealed steel sheets. Forged bronze 
pulls, label holders. Case and drawer members are electri- 
cally welded to form one piece construction. Safety catches 
are fitted to drawers prevent rebound. Automatic locks may 
be attached at extra charge. when assembled in groups or 
batteries, counter height vertical serve to divide one office 
from another to separate working space from a_ public 
space. Assemblies of files can be provided with a continu- 
ous linoleum top. 
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Brown-Morse Co., Muskegon, Mich. 

Glider Files 

@ Offer flexibility by meeting many varying filing needs such 
as insert drawer combinations like 3x5, 4x6 double com- 
partment card drawers; also files being arranged so that locks 
can be installed in the field. Browns-Morse are marketing at 
the present itme three grades of files. They are in order 
as follows: glider file, 4,000 grade and 5,000 grade. The 
glider files have a feather touch action for faster and easier 
filing, full-length drawer support, patented natural-touch 
handle which secures the drawer in the case when shut and 
many other features. It also has the exc-usive ball-running 
ratio. 


Cardinal Sales Co., 5631 W. Madison St., Chicago 

Steel Files 

@ Feature free-rolling ball cradle suspension that pro- 
gressively travels forward with the drawer, ellowing even 
distribution of weight. Has side locking compressor with 


Below, and around clockwise: Files by Brown-Morse 
Co.; one of Security Steel Equipment Co.'s Crestline 
files; the Let-R-Guard file of Globe-Wernicke; Berger 
Mfg. Div.'s No. 3550; the Master-Filer of Art Steel 
Sales Corp. 
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File Cabinets 


fingertip control. Available in letter and legal size. Files 


made by Anderson-Hickey Co. 


Cole Steel Equipment Co., 285 Madison Ave., New York 17 
Four Drawer Air-Flo Files 

@ No. 1004 letter size—1434” wide, 5173” high, 2853” deep. 
No. 8004 legal size—1734” wide, 517%” high, 285%” deep. 
Precision built ball-bearing suspension slides enable the 
drawers to float smoothly and quietly at the mere touch of 
the finger tips. Made of heavy gauge furniture steel. Drawers 
are equipped with a fool-proof catch. Claim “only cabinet 
having a suspension cradle within a suspension cradle. The 
hardened steel precision bearings are an assurance of a 
lifetime of useful service.” Available in letter and legal 
size in green or gray as well as grained walnut and ma- 
hogany. Automatic lock controlling all drawers available. 


Above left, Shaw-Walker's card cabinet; right, Cole 
Steel Equipment Co.'s Air-Flo file. Below left, Corry- 
Jamestown's No. 187 tabulating card files, and right, 
concealed safe units by Invincible Metal Furniture Co. 
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Desk High Air-Flo Files 
@ No. 1002 Letter Size File. No. 8002 Legal Size File. A 


heavy, precision built steel suspension file. For home or 
office use. Full 2858” filing depth. Available in letter and 
legal size, as well as grained walnut and mahogany finishes. 
An automatic lock controlling both drawers is available. 


Corry-Jamestown Mfg. Co., Corry, Pa. 
Steel Age Tabulating Card File, No. 187 
@ Nineteen inches wide, 52%g” high and 285s” deep. It has 


ball-bearing extension suspensions, easily removed portable 
trays, all steel re-enforced construction, 10 drawers holding 
20 trays, and a total capacity of 78,000 cards. High side walls 
protect the cards and make stacking easy. All trays have 
positive bottom channel compressors. 

The file is available in Corry gray, olive green, walnut and 
mahogany finish, with or without automatic lock. In Corry 
gray or olive green and withcut lock, the list price of this 
file is $153.80. 


General Fireproofing Co., Youngstown, Ohio 
Telefacts Cabinets 
@ Dimensions: 3042” high and 25” deep. A two drawer 


filing cabinet on rubber-tired, ball-bearing casters; it has 
a swing front, self-adjusting divide-a-files, and a lift cover 
that permits accessibility of contents. 

Made in gray, green, walnut, and mahogany finishes. It 
is desk high and can be had in letter and cap sizes. Con- 
structed of metal, it should permit a lifetime of trouble-free 
service. 

Designed especially for the individual who, when seated 
at his desk, needs many facts, figures, and reference data 
at his finger tips.. 

General Fireproofing makes a wide line of file cabinets. 


Globe-Wernicke Co. Cincinnati 12, Ohio 
Let-R-Guard Steel File Cabinets 
@ No. 4M41 is the letter size file without lock. No. 4M42 is 


the legal size file without lock. Suffix L after either model 
number for units with lock. Dimensions, letter size: Out- 
side, 52” high, 14%” wide, and 27-15/16” deep; inside, each 
drawer, 10-11/32” high, and 12%” wide, and 26-9/16” deep. 
Legal size, same as letter except 17-%” wide outside, and 
15144” inside. Seal gray enamel finish. In keeping with its 
functional styling, the Let-R-Guard file, fabricated of high- 
grade furniture steel, has the improved one-piece wrap 


(Turn to page 68) 
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ALL-PLASTIC CARD GUIDES 


Patented, Trademark Reg. U. S. Pat. Off. 


Card filing reaches a new peak of ease and con- 
venience with Rock-Elite Card Guides. Made 
of lightweight, transparent, long-lasting plastic. 
They feature guide and tab of one-piece con- 
struction with entire tab located above card 
tops. The tabs of Rock-Elite All-Plastic Card 
Guides eliminate undesirable extra bulk that 
causes cards to ‘“‘fan’”’ forward. Tab slant to the 
rear gives full “angled visibility’ to labels. 
Entire tab is transparent for maximum size 
label—no tiny “window” to limit label size. 


Practically indestructible, Rock-Elite Card 
Guides can be bent double and spring back to 
original shape—will not become brittle or crack. 
Rock-Elite plastic is safe, too—will not ‘‘flash 
burn.”” Rock-Elite Card Guides are available 
in 3 x 5, 4 x 6 and 5 x 8 sizes, each in a wide 
label assortment for popular systems. 


Desk Tray 


GREATER CAPACITY «+ TIERS LOWER 


Rock-Elite Desk Tray, molded of chip-proof, scratch- 
proof plastic, tiers lower than ordinary trays yet com- 
fortably accommodates file folders and standard size 
ring binders. Each tray surface is ribbed to eliminate 
fumbling for bottom sheet; slopes downward to rear, 
automatically aligning contents. Fluted, non-slip tier 
posts at sides and ample cut-out opening permit easy 
access. Four rubber cushion feet protect desk and table 
surfaces. Attractive walnut or gray finish. Available 
in letter or legal size. 


ROCKWELL- 
35 East Wacker Drive 
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BARNES COMPANY 
Chicago 1, UW. 


Kock a File : 


the only 
modern file 


4 SAVES UP TO 


40% FLOOR SPACE! 


Rock-a-File’s revolutionary side-fil- 
ing development, featuring compart- 
ments that “rock’’ open sideways, 
provides the same capacity as or- 
dinary files in less than two-thirds 
the floor space. Compartments pro- 
ject only slightly when open. All the 
contents are instantly available all 
the time . . . two or more persons can 
file simultaneously ...compartments 
can remain open. Standard leiter 
and legal size models available in 
choice of finishes. 


Rock-a-File PERSONAL FILE 


The perfect private-office file 
—ideal for home use, too. Fea- 
tures space-saving advantages 
of side-filing plus effortless op- 
eration of ‘“‘rocking’’ compart- 
ments. Standard letter size, 
two-compartment model 
stands 32 inches high. Avail- 
able in satin-gray, mahogany, 
green or mar-proof walnut 
finish, with or without lock. 


*Patented 
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File Cabinets 


(from page 66) 
around construction for sides and back. This assures greater 
rigidity and strength. Donald Deskey, internationally recog- 
nized industrial designer created Globe-Wernicke’s new 
four draw Let-R-Guard file. 

The top, front, and bottom, likewise, are of one piece 
furniture steel electro-welded to the wrap around body 
eliminating rough seams. The edges of the drawer front ex- 
tend beyond the drawer sides, and curve to fuse into the 
sides of the cabinet. Has three-in-one drawer pull fashioined 
from antique ivory Plaskon. This pull combines drawer pull, 
guide rod knob, and label holder into a single practical unit. 
Insert drawers are available in stock patterns so that a wide 
variety of filing combinations to meet individual demands 
is possible. 

Steel suspension slides that travel forward at half speed 
permit filled drawers to glide freely. Each drawer moves on 
two ball-bearing and six steel rollers. The slides have both 
a front stop and a back stop to prevent accidental removal 
of drawer and to stop rebounding, respectively. Followers 
are of steel and are non-binding, positive locking. Can 
quickly be adjusted with one hand by pushing up on the 
control lever at back of follower. To maintain guides and 
folders erect and prevent any sway, the guide arms of 
follower slide in channels formed in top of drawer slides. 


Invincible Metal Furniture Co., Manitowoc, Wis. 
Concealed Safe Unit 
@ Obtainable in desk high, counter high, and standard four- 


drawer filing cabinet height, letter or legal size, with or 
without general lock which locks the file drawers. In letter 
size, the safe unit is 11%” wide, 10” high, 184%” depth. 
Legal size, the unit is 1473” wide. The safe unit is welded 
into the top drawer space of the file. It is covered with as- 
bestos. Unit has a heavy armor plate 12” thick door with an 
automatic three-point lock, with a concealed hinge. Com- 
bination lock. 


Rockwell-Barnes Co., 35 E. Wacker Dr., Chicago 1 
No. 9124 Rock-A-File 
@ Four compartment, letter size. Measures 6244” high, 28 


wide, 12144” deep—closed, 1812" deep—open. Steel, gray, 
green, walnut and mahogany. With or without lock. Ease 


” 


Above right, Rockwell-Barnes’ Rock-A-File, 9124; 
below left, Telefacts Cabinet of General Fireproofing 
Co.; right Remington Rand's microfilm cabinet. 
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—. 
of operation by the tilting action opening compartments, 
Side filing, straight-in-line action, accessibility of entire file 
at all times, elimination of a tipping hazard, no guide roq 
for rapid transferring. $68 in Zone 1. 


Security Steel Equipment Co., Avenel, New Jersey 

No. 9401 Four-drawer Crestline Letter File 

@ Measures 15-3/16” wide, 52” high, 28-9/16” deep. Clear 
filing space, each drawer 1244” x 11-1/32” x 26-1/16". Con. 
cealed single-touch latch, full-use extension, feather-set 
compressor, sure-spring lock, glider suspension, controlled 
oven baked finishes. Full bar-bearing roller-bearing cradle 
suspension. Load and performance tests exceed government 
specifications. List price $69.75, green or gray, without lock 
in Eastern states. 


No. 8620 Security Tabulating Card File 

18-15/16” wide, 52” high, 2812” deep. 20 trays, clear filing 
space each tray 72”, 334” x 2644”. Total 525 filing inches. No 
rebound, ball-bearing type cradle suspension keeps drawers 
in place. Positive Lock Compresscr holds four thousand 
cards without slipping. Cast aluminum hardware, heavy 
gauge all steel construction choice of four baked finishes, 

(Turn to page 70) 
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in Filin 


The STEEL AGE 


Precision-built 


Ball Bearing Suspension 
means 


Easier Operation and 


Longer Life _ 


, 


The smooth, effortless way Steel Age file drawers suspensions in opening—to name just a few. It’s 
close—even when loaded to capacity—is one good this extra measure of care and fine construction 
way of appreciating the precision craftsmanship that gives Steel Age files their added years of 
that goes into every file. Of course, you'll find service and makes them the most economical buy 
plenty of other signs of superb Steel Age quality in the long run. It’s the reason you hear people 
—sturdy, welded ladder-type front frame con- say so often, “Buy Steel Age and you buy the 
struction, heavy gauge case channels and slides finest in steel office furniture!” 


and equalizing blisters to center drawers and 
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File Cabinets 


(From page 68) 
gray, green, mahogany, and walnut. Drawer bodies made in 
two parts and can be removed separately. Thorough opera- 
tional tests for compressors and suspensions. List, $170 
without lock in gray or green in Eastern states. 


Shaw-Walker Co., Muskegon, Mich. 
Card Cabinet 


@ The card cabinet pictured is one of the six styles made 
by Shaw-Walker—all different. There are desk-type, sec- 
tional, portable and other styles. All are time-engineered to 
insure top-speed, low-cost operation on any record whether 
it one thousand or several million cards.. In the cabinet 
pictured, speed and accuracy are insured because all 
drawers are correct reference height—stretch and stoop are 
eliminated. 

Shaw-Walker manufactures filing cabinets for all records, 
letter, legal, invoice, check, etc., in 2, 3, 4, and 5-drawer 
heights with point-of-use fire-protection and without. 


Remington Rand, Inc., 315 Fourth Ave., New York 10 
Desk-Height Humidified Film Cabinet 

@ Outside dimensions: 21-11/16” wide, 3012” high, 28” deep. 
Steel construction with satin aluminum hardware, Grey-Rite 
finish. Will hold micro-film copies of more than one million 
letter-sized records. Each of the four storage drawers will 
take one hundred standard 100-foot rolls of 16mm film or 
about sixty 100-foot rolls of 35mm film. Humidifying chemi- 
cals and equipment, contained in the bottom drawer, auto- 
matically maintain approximately the 51 per cent humidity 
required by the U. S. Bureau of Standards for micro-film 
storage. To maintain constant humidity, all drawer heads 
are sealed off by composition rubber gaskets. 


Improved Tabulating Card Filing Cabinets 
@ Recent changes in the construction of trays for the Rem- 


ington Rand steel tabulating card filing cabinets have re- 
sulted in greater strength and improved appearance. Outside 
dimensions of the 22 tray-drawer unit are: 1942” wide, 51” 
high, 28” deep. Steel construction, Grey-Rite finish. Tray 
slides, instead of being turned over flat, now are made with 
a bead. Each tray provides 26-5/16” clear filing depth. 


Victor Safe & Equipment Co., No. Tonawanda, N. Y. 
Bestline Grade A Steel File ; 
@ Available in 2, 3, and 4 drawer sizes. Each drawer is 


es 


equipped with drawer latches conveniently placed inside the 
drawer handle where they can be handled easily by the 
same finger pulling the drawer. Cabinets can be equipped 
with paracentric key lock to control all drawers in one 
cabinet simultaneously. Standard finish is grey, but olive 
green, walnut, mahogany, or other finishes are available, 


Victor Firemaster 
Designed like a safe with tongue and groove drawer 
heads. Fire resistive. Available in 2, 3, and 4 drawers, 


Western Mfg. Co., Aurora, Ill. 
Wesco Files, Letter and Legal Widths 
@ Two drawer, 30%” high, 3 drawer 42” high, 4 drawer 


5234” high; letter 14%” wide, legal 17%” wide. Constructed 
of furniture quality steel, front and rear cross braces welded 
to the case and cabinet slides for added strength, reinfore- 
ing vertical uprights and slide brackets electrically welded 
to the sides and outer case. Drawers are formed and neatly 
constructed with reinforcing drawer members. Center lock- 
ing, positive action follower block. Green and gray finishes, 
Drawers operate on rollers located on the crossbars and at 
the rear of the drawer. Available with lock and/or inserts, 


Yawman & Erbe Mfg. Co., Rochester 3, N. Y. 

Empire File Cabinets 

@ Illustrated is the popular 4-drawer letter size upright, No. 
2404. With cabinet measuring 1434” wide, 5034” high and 
deep. With cabinet measuring 1454” wide, 5054” high and 
28” deep over all, each drawer extends to the full filing depth 
of 2612”, exclusive of compressor. 

The Empire line is made in full range of widths and 
drawer arrangements, in two, three, four and five drawer 
heights. Positive side-locking compressors, progressive cradle 
type ball and roller bearing suspensions, and automatic 
drawer latches are a few of the features of this line. Cabi- 
nets are available with and without general lock, and in 
both No. 640 Neutra-Tone gray and No. 627 olive green 
finishes. Deliveries are on a current basis for most all items 
in the Empire line. 

(Turn to page 72) 


Below: From left, one of Yawman & Erbe's Empire line; 
Model I5SL of Lexington Metal Products; File by 
Western Mfg. Co.; and No. 1805 of Metal Office 
Furniture Co, 
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an OPEN 
| and SHUT 
- 
of “FILE and FIND eM” 


The easiest, quickest and surest 
filing system available. So simple 
it works for anyone, whether they do 
filing for pay, or are simply looking 
for a wanted paper after office hours. 


Is PoputaR— already standard 
system in hundreds of thousands 
of offices. 


Now ready to win new friends 
in every kind or size of business 


ee try it— with a l-unit package— 
or institution. : 


and note the faster, easier, less 
steeit—at your dependable costly method of finding any pa- 
Globe-Wernicke Dealer. per you want when you want it. 


Engineering Specialists in 
Office Equipment, Systems 
and Visible Records Norwood—Cincinnati 12, Ohio 
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“Filing System” 


Only Half the Story 


Whoever named them “filing” sys- 
tems overlooked the important fact 
that the only purpose of filing 
is FINDING. 


Getting papers stowed away could 
be accomplished with a nice big 
wastebasket were it not for the 
frequent and vital need to lay 
hands on certain papers again 
—and quickly. FINDING is the 


real end-result of good filing. 


In the Globe-Wernicke STAND- 
GUARD System the in-put and 
the out-come are both simpli- 
fied to irreducible time and 
effort. Guides are compactly 
aligned, clearly marked, and key- 


numbered in sequence. 


Each package contains a one- 
drawer unit, ready to install and 
go to work. With transfer time 
at hand, you will be needing 
STANDGUARD as the best pos- 
sible start on your 1950 ‘*Find- 
ing System.”’ You can get them 
by phoning any Globe-Wernicke 
dealer. If you need his name, please 


drop me a postcard. 


W. “KKes"’ Downing, 
Sales Promotion Mgr. 
Globe-Wernicke 
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(from page 70) 
Lexington Metal Products, Inc., 565 Park Ave., Brooklyn 
¥. 


Steel Files 

@ Make two- and four-drawer letter and legal size files. 
Outside dimensions, four-drawer models, 52” high, 28” deep. 
Letter size is 15” wide—legal size is 18” wide. All models 
choice of gray or green baked enamel finishes. Each drawer 
equipped with ten steel ball-bearing rollers. 


Lyon Metal Products, Inc., Aurora, Ill. 
No. 1100 Filing Cabinet 
@ Dimensions: 14%” wide, 28” deep, 5134” high—Letter Size 
(available in 1742” width—Legal Size). Steel filing cabinets. 
Rounded corners on drawers prevent. personal injury if 
drawers are left open; 3s” pitch to rear assure drawers stay- 
ing closed. Green baked-on enamel. Easy rolling drawers 
glide on six ball bearings and two floating rollers. Double 
stops—one set in drawer, one set in carrier—prevent drawers 
from being pulled out. Model No. 1100, $56.90 (no lock) 
f.o.b. factory, Illinois. 

Available in 4 drawer, 3 drawer, and 2 drawer sizes, also 
3 letter drawers and 2 card drawer (for 5 x 3 and 6 x 4 
cards) model. All models available with or without locks. 
Most models available in suspension or non-suspension type, 
and in legal or letter size drawers. 


Metal Office Furniture Co., Grand Rapids, Mich. 

Stylefiles 

@ Manufacture a complete line of Stylefiles; 5-, 4-, 3- and 2- 
drawer heights. In addition to letter and legal drawers, the 
line includes in the 3- and 4-drawer heights special pur- 
pose files for invoices, documents, checks, 3 x 5, 4 x 6,5 x 8 
cards, etc. Stylefile drawers glide smoothly and noiselessly 
on patented Steelcase suspensions, operating on case-hard- 
ened, polished steel balls. These free-floating steel balls, 
rolling in zine plated channel, insure ease of action and 
long wear. 


American Gas Machine Co., Albert Lea, Minn. 

No. 7645, Four-Drawer File 

@ Height 52%6”, width 15”, depth 2544”. Steel with gray or 
green baked enamel finishes. Channel roller drawers, chan- 
nels vertically reinforced. Removable guide rods. Notched 
drawer partitions. Drawer stops. Silver-finished brass hard- 
ware. 
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From left, Cardinal Sales' unit; No. 1100 of Lyon 
Metal Products, Inc., and Weis Mfg. Co.'s two draw- 
ers on special legs (detachable). 


Weis Mfg. Co., Monroe, Mich. 

Individual Letter Files, with Legs 

@ No. 1890GS steel letter file, 12” high, 1342” wide, 18” 
deep, is stacked two-high on No. 3456GS attachable legs, 
becoming a personal file for letter-size papers. Files are of 
cold rolled, electrically welded furniture steel, in green 
baked enamel. Drawers operate on roller bearings. 

Files come with or without lock. Countersunk guide rod, 
and positive locking steel follow block. 

Legs are 6” high over all, raise cabinets 55%”. Each leg 
is fastened to the corners of cabinet by wing nuts. Legs fit 
other types of Weis files which range down into the small 
eard files. (File Cabinets concluded in December—turn to 
page 74 for transfer files). 
Below left, 

The Gopher of Amer- 
ican Gas Machine Co.; 
and Victor Safe & 


Equipment's Grade A 
file. 


AND EQUIPMENT November, 1949 


rr nn 2 


a aS a : ee ‘ 
a ee I II III I0II0IIix(I0III0Iis Ii III_ ss SS 
File Cabinet , 
eee 
7 
7 i ® A | = “5 
7 ; = — > 
meee ae oe ong? | 4 — a 
a ‘i oN a) é oo | “§ ee Pre : 
>. _ ae : . : ae |}. 
: _ 8 && 4 ; “y ad 2 i a 
: - ta c - : 4 i | x : - a . 
— (- —— Bs *) bs ; - 
' bad ise i 4 ae : ; P 
, eee a on is eae 
by a Sees Re . , j j : = 
P : cs - ae 7 om t 2 3 
5 . Gia F : : . 
7 a i. * j 
J 7 Re : ao _ ae * ? 
a rel ae oe 
.* fgaiger ae an 
4 aire, ae a ee Bey’ 
ae - es A 
Bo : 
4 a 
F cilia 
# | = 
i as 
| ey 
ie a 
ahr be 
ir 
oe: by 
haa se 
Ae is ba 
| 
| P 
: st 
i 
us 
SI 
Lo In 
is SE 6. ~ 
a. , | I 
Be : & - 
" 4 * : tee ies ss in 
. Li | 
= - : \ = r 
_ : i= ; 0 
i = — (3 —_— j | 5 ‘ T 
, ——— E 4 “a tc 
# ee { —, ie s v 
= - ; 
= a ni i F 
y ‘ ae : ‘bg ~— 15 
coe Pe 5 ie i : 
a ~ ad ed a if 
2 4 alll I . i ] ) 
; a ie Ty. $ > 
ah 3 ee a 2 5 os - . t $ . : - 
: = ie | : 
ie ee teal aie 
a | | 
= 
a 
a 
aie ; 
e Se Ce : 3a — e- é eo ae ee “4 i Be he 
aa eek. j a Pee, — |. 2 a > oe se a a. 
a a i z Aa oS Bre a a = er. oe y e _ a8 


ling delays 


e 


ES, you can eliminate most delays — periods of high-tension 

waiting while a file is being brought to your desk. How? By 
using modern up-to-date INVINCIBLE steel files with features de- 
signed to make the file-clerk’s job easier, faster, more efficient. 
INVINCIBLE files with their easy-rolling, quiet-operating drawers, 
their real finger touch operating compressors do just that. Features 
like these that mean drawers open quickly to their full length — 
files, invoices, cards, checks, ledger sheets are withdrawn or inserted 
instantly and easily. 

What's more, the sturdy all-welded heavy gauge steel construction 
of INVINCIBLE files means long life, without warping or twisting. 
These time-saving features, plus rugged construction, mean down- 
to-earth economy — substantial savings in seconds and minutes 
when the file is used — lower depreciation costs on file life. 

Next time you are looking for filing or steel office equipment, it 
will pay you to call your nearest INVINCIBLE dealer, Let him show 
you how low-cost, high-efficiency INVINCIBLE steel files can serve 
you better. See the entire INVINCIBLE METAL FURNITURE LINE of 
desks, files, counters. See how matching colors and ‘ Modernaire” 
design can make your office — no matter how big or small — a 
better place for business living. Write for his name today. 


me IVINICB 


METAL FURNITURE CO., MANITOWOC, WIS. 
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Here’s how \INVINCIBLE 
FILES help vou cut down 
Delay—Improve Efficiency 


FINGER TOUCH COMPRESSORS 
POSITIVE LOCK 


Filing of letters is a faster, more 
efficient routine with the new 
Invincible positive locking com- 


pressor, This new compressor 
pulls up tight, locks securely, 
holds firmly — yet, unlocks 


quickly under a slight pressure 
of the fingers. Sliding motion is 
smooth and even. 


BALL BEARING CRADLE SUSPENSION 


Cradle type side suspension has 
surplus strength for a maximum 
drawer load. Drawer may easily 
be removed by raising it off the 
suspension. Ball bearing rollers 
combined with free-floating rol- 
lers assure smooth rolling action 
at the slightest touch. Drawers 
close silently on cushioned stops. 


HANGING FOLDERS 
OPTIONAL SPECIAL ARRANGEMENTS 


Rails and rear uprights for hang 
ing folders are optional. When 
specified, drawers can be fur- 
nished with five sway blocks in 
lieu of compressor unit in both 
letter and legal size drawers. 
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can be Prevented 
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In this column are, above, Liberty Pre-Fab shelving and cases of 
Bankers Box Co.; and an installation by All Steel Equipment Co. 
Below, Dolin Metal Products Co.'s steel transfer file; and the 
Chem-Board storage file of Convoy, Inc., undergoing a test. 


(From page 72) 
All Steel Equipment Co., Aurora, Ill. 
Dead Storage Files 
@ Now in production for the first time since the war, ASE 
Steel DS Files offer a fire resistant, dustproof, rodent-proof, 
low-cost method of keeping records always available and 
fully protected. More than 2,000 sizes. 


Bankers Box Co., 720 So. Dearborn St., Chicago 5, Iii, 
Liberty Prefab Wood Shelving 
@ Starter Unit No. 4224 and Extension Unit No. 4225X. Com. 


pletely carton packed wood shelving that is easily ang 
quickly assembled without the use of tools. 

Dimensions: Starter Unit No. 4224, 84” high x 42” wide x 
24” deep complete with six tiers 1214” between shelves, Ex. 
tension Unit No. 4225X same dimensions as above. 

Materials: Fabricated from ponderosa pine, kiln dried, 
Cadmium plated patented locking bracket which holds legs 
and crossbars rigid. Unfinished, sanded smooth. 

No tools are needed to either erect or dismantle Liberty 
Prefab Wood Shelving. Each unit is completely prefabri- 
cated so that anyone can put it together. 


The De Luxe Transfile of Guide System & Supply Co. 


Convoy, Inc., P.O. Station B, Canton 6, Ohio 
Chem-Board Storage Files 
@ Chemically hardened corrugated fiber board, originally 


developed for industrial tote boxes, and now used for a com- 
plete new line of storage files. Chem-Board files are strong 
enough to be stacked to the ceiling without intermediate 
supports. They mate together vertically and lock together 
side-to-side. They have bail, drop handles and a change- 
able card holder. The chemical process seals the pores and 
gives the board an almost wax-like texture that makes it 
easy to open and close heavily loaded files. 

Has 14 popular sizes as its standard line; will manufacture 
special sizes for 30-day delivery. 


Dolin Metal Products Co., 189 Varet St., Brooklyn 6, N. Y. 
Steel Transfer Files 
@ Inside dimensions of letter-size file (No. 500) are 12%" 


wide, 11” high, and 24” deep. They have 19 other sizes of 
transfer files available. Constructed of furniture grade 
steel, electrically welded throughout. Reinforced angle 
corners for extra rigidity. Office green enamel, with a 
brass handle and card holder. 


Globe-Wernicke Co., Cincinnati, Ohio 
Drawer Style Folding Case , 
@ Model No., letter size, is 3F-1; legal size is 3F-2. Di- 


mensions, letter size, inside, 1033” high, 12144” wide, 23%” 
deep; outside, 1114” high, 1334” wide, and 25” deep. Legal 
size dimensions same except 1514” wide inside and 16%’ 
wide outside. 


(Turn to page 76) 
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THIS DEAD STORAGE FILE 


Sua Mags! 


Now is the time to install steel DS* Files—the 
famous Dead Storage File made by A-S-E. 


Saves Time—Hours of filing and look-up 
time can be saved with orderly stor- 
age of business records in DS Files— 
with every record at your fingertips. 


Saves Space—Compact storage in DS Files 
saves up to 40% on your floor space— 
and no wasted space inside the case 
thanks to the big selection of DS file 
sizes. 


Saves Records—Business records are price- 
less. DS Files help keep them in 
perfect condition—safe from moisture, 
dust, rodents and vermin—and safe 
from loss caused by haphazard filing 
equipment. 


Yes, DS Files quickly pay for themselves— 
they save time and save space while they 
save your business records! See your A-S-E 
Dealer today. 


DS Features are Features you are looking for! 


2100 SIZES MEET EVERY 
STORAGE NEED! 


16 popular sizes of DS Files accommodate most 
Dead Storage needs. But you can, when necessary, 
order from your A-S-E Dealer any of 2100 sizes 
to fit your business forms exactly. No other line 
gives you such a complete selection. 


TREMENDOUS STRENGTH —Front frame of DS 
File Case is a continuous steel 
band, securely welded in place; 
an extra heavy band in large 
sizes is dovetailed for additional 
strength. 

Where height plus width of 
case exceeds 18’’, a drawer 
liner is provided as illustrated. 


SIDE LOCKING_Easily inserted “U” clips 


securely lock together 
every Case—in every tier 
—frontand back. DS Files 
can be stacked fully 
loaded from floor to ceil- 
ing with perfect, no-sway 
safety. 


*T. M. Reg. U. S. Pat. Off. 


300 CLEVELAND AVENUE 


November, 1949 


SURE ip aimed DS Case is built 
with a unique set of strong 
clips and lugs which pre- 
vent all slipping, tipping 
and movement forward or 
backward. Front lugs serve 
as positive drawer stops. 


Comparison proves it... 


your first choice is A-S-E 


ALL-STEEL EQUIPMENT INC. 
IN RAR = ARIE AE MR I 


AURORA, ILLINOIS 
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Transfer and Storage Files 


(From page 74) 

Cases come in neutral tan color. A strong metal frame 
on the inside at the front reinforces the case. This greater 
rigidity makes stacking possible and assures perfect align- 
ment. 

The non-binding drawer, with smoothly turned top edges 
to protect user’s hands, pulls out freely. A strong metal pull 
provides ease in handling drawer. The case when set-up 
according to the instructions is dust-resistant. 

Storage cases come “knocked down” but are quickly as- 
sembled. A bold printed, detached label for typing con- 
tents is included with each case. 


Hedges Mfg. Co., 2931 Wentworth Ave., Chicago 16 
Storage Cases 
@ These drawer style cases can be stacked and contents of 


lower drawers are readily accessible. Sturdily constructed 
of heavy tough laminated fiberboard with strong black and 
white agate paper covering. All edges are reinforced. 
Equipped with combination drop handle drawer pull and 
label holder. 


Guide System & Supply Co., 335 Canal St., New York 13 
Transfiles-——Deluxe (Steel Front) 
@ Available in letter, legal, and other sizes. Steel roller 


bearing suspension; steel reinforced front and back. Easily 
and quickly interlocked front and back. Letter size retails for 
$3.75; legal size for $4.75. Other models available. 


International Mfg. Co., 2511 W. 18th St., Chicago 8 
Stack-A-File—Various Style Numbers 
@ Twelve sizes manufactured. 22 gauge steel throughout, 


olive green enamel, four rollers per unit on all sizes and 
locks horizontally and/or vertically. Easy roller bearing 
operation. Stacks to any height, easy operation on bottom as 
well as top. Price varies according to sizes required. 


Maso Steel Products Co., 81 W. Van Buren St., Chicago 5 
All Steel Transfer File 

@ Files are finished throughout with olive green baked 
enamel finish. Inside measurements of letter size file 10” x 
12” x 24”. Shipping weight 20 lbs. Inside, legal size file, 
10” x 15” x 24”, shipping weight 22 lbs. The files are pack- 
aged one to a carton, prices f.o.b. Chicago. An extra strong 


Along the bottom: transfer cases by Parker Steel Products Co., 
transfer file by Maso Steel Products; and a storage file by Pronto 
File Corp., shown on its base. Upper picture is of Globe-Wer- 
nicke's Drawer-Style folding case. 
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base as a starting unit. 

Does double duty as a permanent transfer case and also 
to serve as an add-on unit for a general office file. Extra 
heavy gauge steel at all wearing and bearing points. 
Equipped on the front and back with 3s” channel iron re- 
inforced electrically welded. Provides greater strength to 
each file and permits stacking ceiling high without buckling 
or binding. Stacking legs and clamps assure straight as- 
sembly units. Drawers are free running with four rollers, 
two top and two bottom to permit easy operation when 
fully loaded. Drawer backs and fronts are of extra heavy 
steel, the front provided with a card holder and a heavy. 
duty rolled steel handle. 


Parker Steel Products, Inc., Brooklyn 2, N. Y. 

Steel Transfer Cases 

@ Letter size (24LP), height 12”, width 1234”, depth 24”, 
Legal size (24LG), with 1534”. Made of electrically welded 
sheet steel. Reinforced from within the case with a heavy 
inside flat bar, permitting stacking drawers to ceiling. Each 
drawer comes with a stop which prevents drawer from being 
pulled out of case. Four roller bearings for smooth opera- 
tion, brass accessories. Follow blocks and bases at extra 
charge. 


Pronto File Corp., 285 Madison Ave., New York 17 
Storage Files 
@ Come in sizes suitable for the following purposes: Letter 


size, legal or cap, freight bills, checks, drafts, deposit slips, 
tabulating cards, vouchers, and ledger sheets. 

Prontos are built of 275-lb. test corrugated fiber board and 
reinforced with steel on the shell and the four corners of 
the drawers. Constructed so that they interlock into solid 
units and stack as high as the ceiling, saving valuable ffoor 
space. 

Pronto files are finished in an attractive olive green. The 
steel drawer front matches most regular active office files. 
Available in fiber board drawer fronts as well as steel drawer 
fronts. (Concluded in December) 
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For every record —in every size... 


REMINGTON RAND TRANSFER CASES 


You keep your inactive records for a reason. . . 
perhaps government regulations make such 
retention obligatory. Or, you are building a 
stockpile of facts against future need. 

When file “transfer time” arrives and you 
prepare to put those inactive records away, 
remember — the minute vou need an inactive 
file, it’s no longer “inactive”. You'll want action 

. fast. And the best way to be sure you'll get 
the records you want, when you want them, is 
to house those “inactives” in Remington Rand 
transfer cases. 

Here are steel cases built to hold and pro- 
tect the maximum of records in a minimum of 
floor space. Stack them ceiling high, from wall 
to wall, vet everv one of the thousands of could- 
be-important facts they contain will be readily 
accessible! 

And — youll know that your transfer cases 
are good for the life of your business . . . no 
replacements . . 


. no failures . . . no sagging. 


ot a og 
Drawers slide out in an instant, on reinforced 


Copyright 1949 by Remington Rand Ine, 


THE FIRST NAME IN BUSINESS SYSTEMS cvsrens Regminglon Rend 
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hard steel slides and roller bearings. You can 
store and preserve more records for longer 
periods and be assured that the in-built superi- 
ority of these steel transfer cases is quietly 
working for you . . . forever. 

There are Remington Rand cases to fit all of 
your records, no matter what size or quantity ian 
cases designed to give you more storage space 
than any others, of any make . . . built to give 
vou real service over the years. 

Plan now to put your inactive records in the Best Place... 


the Best Case. Write today for your copy of Folder LBV 488, 
Effective Housing for Inactive Records, to Systems — Photo 


Records, Management Controls Division, 315 Fourth Avenue 
New York 10, N. Y. 


Your copy is 
waiting for 
you NOW 
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| Suggestion Systems 
(From page 42) 

cepted it. “More defense per dollar’? was the re. 
sult of the system, Admiral Hague said. Eight, 
percent of the awards made by the Navy ranged 
from $10 to $50, and these comprised about a 
third of the 9 million dollar total savings effected 
by the suggestion system, he said. 

Other award winners were E. R. Squibb & 
Sons, and Peoples Gas Light & Coke Co. of Chi- 
cago. Awards were made by Harry Richey, past 
president of the association. 

United Airlines, the U. S. Air Force, and the 
Federal Government are other big users of sug- 
gestion systems, it was pointed out, with total 
cash awards from these three organizations run- 
ning in excess of 16 million dollars. 
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NEW JERSEY 


KOH-I-NOOR | 


- KOH-I-NOOR 
Be Sure You Are Well Stocked With ALL 17 Degrees 
; 


xe # 


BLOOMSBURY 


Thousands of suggestions 


INC 


The new president of NASS has been in charge 
of the Public Service Electric & Gas Co. sugges. 
tion system for the past ten years. Since that 
time, more than 19,000 suggestions have been 
submitted, with cash awards given for 3,600 of 
them. Mr. McMenimen has taken an active part 
in the association, having served as a director 
during 1946-47, and as vice-president and di- 
rector for the past year. 

Mr. McMenimen told the convention that the 
success of any suggestion plan was fostered 
greatly by continuing publicity in a wide variety 
of media. 


The RIGHT pencil for the RIGHT job 


Arcwirecrs, EncinééRs HAVE AGREED THAT 
KOH-I-NOOR @ 


KOH-I-NOOR PENCIL COMPANY. 


_ Fy 


File Applications 


(From page 46) 


an 


for private offices or wherever the performance a 
or appearance must be of the best. 

Commercial—Grade B: These files are recon- 
mended for active general use, such as in the 
‘4 central filing department. The units lack a few 
ee of the refinements of the Grade A File, but are 
fundamentally of the same quality. The commer- 
cial grade of files is also complete, including all 
types and sizes with substitute drawers available 
for combinations which may be required. 

The A and B Grade Files are of the suspen- 
sion type of construction, with the drawers oper- 
ating freely on progressive roller or ball-bearing 
slides. The better files in these grades are equip- 
ped with cradle-type suspensions which offer 
maximum strength and assure positive operation 
of the suspension, as the suspension cannot get 
out of alignment. The advantages of the sus- 
pension type of construction are faster opera- 
tion, longer service, better access to the records, 
and maximum efficiency. 
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FOR 60 Years ToP ARTISTS, 
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meet the most exacting requirements. Uniform, accurate 
grading in all 17 degrees. Long Wearing. Unsurpassed 
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and manufactured by the most modern type of machinery to 


Why KOH-I-NOOR? Because it's professionally designed 
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e CoLLATOR/ 
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many offices. 


ala 30 outta got 
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EXAGGERATED? Well, slightly 
If your collating department is going around in circles, write or 
‘phone us today and a THOMAS Specialist will show you how to Save Money, 
Save Time, Save Space and cut your collating costs by 40-70%. 
you literature, prices and the name of your nearest dealer. 


UZ eatin” ‘he echanical Collarer Corp. 


pecialists in Paper Gathering 


COLLATING 


PRODUCTION 
| 


B 


_ but this condition still exists in far too 


We'll gladly send 


aN 


NEW YORK 7, 


Digby 9-2270 


Sleek master 


TWO DRAWER LETTER 
FILE ON BASE 


The Build-Up Unit 
16" Deep, 30/2" High 


\ 


m- Electrically welded throughout. 


: a Made of heavy quage steel. 


$24.95 


with locks $28.60. 
HIGHER ON WEST COAST 


y . 
FUTURA GRE At Your Local Stationer 


ART STEEL SALES CORP., 
170 West 233rd Street, New York 63, N. Y. 


a 
DESK NAME PLATES TELL WHO'S WHO!" 


Cloth covered, wood Acme Style No. 15. 
block, grooved and Price: $3.50 with name. 


Plexiglass covered. 
Size: 10 x 2%"'. Name A 37 EAST 12™ STREET 
may be in changeable NEW YORK 3, N. Y. 


BULLETIN COMPANY| 


letters or on a remov- 
able embossed card. 


Address Dept. OM-I1. 
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Specials 
for 
NOVEMBER 


from factory 
to you 


All Steel Storage Cabinets 


Attractive, rugged storage cabinets, 72" high, 34° wide, 12" 
deep. Electrically welded. 


Swinging doors with 3-point lock. Shipping ~ vs Ibs. £8000, 
with 4 shelves Onl y $37.50 
Wardrobe type , with | shelf & Clothes rack. 


Office Tables 


Ome” Nate ae" covered 4 drawer letter size. 52" high, 15" 


30," high. Detachable heavy ¥*. 27". _ Ball bearing roller suspen- 
steel tapered legs. Green enamel sion. Shipping wt., 120 Ibs. #50! 
finish. Shipping wt., 60 Ibs. #5000. with lock, $45.50. #500 without 


Only $29.50 Only $35.50 


Write for other bargains 


All prices FOB Dallas 


Filing Cabinets 


Pines Manufacturing Co. 
9222 Addis St. Dallas, Texas 
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ABOVE: 


A GENERAL VIEW of the crowd that visited the recent Business 
Show of Progress, held in the Palace Hotel, San Francisco, gives 
some indication of the interest of the affair, said to be the most 
successful of any yet held in the series. There were about fifty 
exhibitors, representing several times that number of manufacturers. 
The show, held every eighteen months, is sponsored by the Office q 
Appliance Club, a non-profit organization. 


ABOVE: 

AUTOMATIC BANK ACCOUNTING MACHINE which pro- 
vides new standards of speed, operating ease, and capacity for 
bank bookkeeping operations, is newly introduced by the Bur- 
roughs Adding Machine Co., of Detroit. Simplified operation 


of the machine makes it possible to calculate and write a complete ABOVE: 

bank statement by using only three controls which require 75 ELIMINATING NOISES of Keyboard Graphotype machines is 
per cent less energy to operate. Machines working surface con- the function of this Sountrol noise-reducing hood distributed 
sists essentially of a number keyboard flanked on the right by by Jardin Associates, Inc., 75 Maiden Lane, New York. The 
three controls labeled checks, deposits, and balance. The hood will not increase floor space. retard ventilation, or interfere 


machine automatically selects the proper columns on the customer's with machine servicing. With the hood, Graphotype machine 
statement, prints the date, counts checks, and tells the operator can be located in the most functionally desirable place without 
a if the customer has overdrawn his account and by how much. regard to telephones, and the machine's moving and distracting 
¥ It computes and prints the new balance, all automatically. The parts are shielded from the operators eyes, thereby decreasing 
: machine can also, with few adjustments, be transformed into a eye strain. According to the company, recent laboratory tests 
- high-speed adding and subtracting machine that will handle showed a 50 per cent reduction in noise intensity with the use 
amounts up to $100,000,000. of hoods. 
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P.A.’s Save Four Ways 


WITH WEBSTER’S 
DUPLICATING 
SUPPLIES 


1. GUARANTEED LONG WEAR 
You get lasting life in every Webster Tabulating Ribbon. 
Made with high grade, woven edge cloth, properly inked 


for each type of machine. 


2. SPECIAL FEATURES 


For example, Webster's Micrometric Carbon Paper with its 
exclusive numbered edge eliminates retyping for spacing 


errors. Steps up office efficiency and cuts costs. 


3. SHARP IMPRESSIONS 


Your orders and receipts stay crystal clear when made with 
Webster's Pencil Carbon. Easy-to-read copies save time in 


reference work and reduce filing errors. 


4. WIDE VARIETY 
You can always buy just the right Webster MultiKopy Type- 
writing Ribbon for your particular machine and job. Made 


in extra lengths with special ink formulas, they have to be 


changed only half as often as standard ribbons. 


To get full value for every dollar you spend on duplicating supplies, order Webster's. They last longer — so 


cost less. Simply consult your nearest dealer or write to F.S. Webster Co., 9 Amherst St., Cambridge, Mass. 


F.S. WEBSTER COMPANY 


Webster's warehouses in key cities from coast to coast: 


New York, Philadelphia, Pittsburgh, Detroit, Chicago, San Francisco, Cambridge 
November, 1949 OFFICE MANAGEMENT AND EQUIPMENT 81 


eS ee . 3 ees py a > ae SS a « 2 my 3 on i ai a} “Ss ‘gor _ Me J 
a a ee . A ee 4 eo. Mee | B28 ay 2 es, ade eon . 24 ks 
. 3 
ee 
= et ¥ 7 > 
ve ae 
‘ Pe... i! 
Soa | 
.. i 
‘Bae —— 
¥ pe ee eS 
reas as = 
» Mr SE ee i 
| Bras 
ae Rs a ie os 
— 
rnd ad +S ee 
a 9 " 
<{* : ie Poe ons ae 
F. te ys at. ; 
eC nD See ee eee i, 
ie eet FEO a = ‘ 
ass ee ae ma : i 
7: Capea a a 
Po [Ago Nee a > a 
i ; é 3 
ae <a . er ie . 
ie : pe he é / ~ 
ecwAr “ a , 4 oe 
we em = Soe! > ; 
a peat ee rae : 5 
! nina oe 28 ° z all “* * : 
a8 bite ‘ 
 - - . : 
ike ste 
aes Soe, . eo n 
Tie ty! <Ae% 4 tile , . 
TS Pa. ae | aes Fam 
ead Goaeees) bee i a 
Re Bon ie = Sa L 
¢ cae 
Ee og ofa 
“2. eG : 
Pip a: * ; 
ES a” 
4 * 
rig 2a,5 wrk 
% Se 
<i ; ; 
4 oa , 
ypod AOS i: =: 
— a oe ; 
ce SF foe ae > 
ge *. 
‘ P 6 : 
ee ae % 
‘i foe 
ae i r 
. 8 
Be - 
a 
Bs 
ee aoe 
|. aa 
bf 
ee | 
a r — a : ba i - 
ee mi at ——a et. ee: oe) — 2a at ha “a e eae +: 


* 


* 
...HERE'S A MODERN | 


Streamlined Leader 
that you can use... 


4833 


183314 


to advantage 


Taylor Chairs 


There’s growing emphasis on streamlined styling in | 


modern offices. So consider these features from the | | 
comfort viewpoint of your own office. 


| General office chair to match both 
wood and steel desks. 


2 Light weight and modern styling. 


3 Strong and dependable 


construction . . . value. 


s | Engineered seating com- 
fort with exceptional support, 
pitch and balance. 


Name 


ee ee ee 2 ee ee a eee a 


units are ready for immediate shipment. 
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More Duplicators 


i 


(From page 58) 


Rex-O-Graph, Inc., 3727 No. Palmer St#., 
SA Rex-O-Graph Fluid Type Duplicator 
@ Available in a gray crackle finish with the addition of 
an automatic counter at no increase in price. This machine 
and the hand feed model S feature roller moistening, snap- 


Milwaukee 12, Wis, 


| action master clamp, lightning paper centering, requires only 


14g” stripping margin and delivers a copy with each forward 
turn of the handle. The Model SA also features automatic 
paper feeding and stacking. These and other Rex-O-Graph 
List price on the 
Model S is still $89 and on the SA $125. 


Model SA of Rex-O-Graph, Inc.; 
and two hand models by Multi- 
stamp Co., and Pekas Duplicator 
Co. 


The Multistamp Co., 527 W. 21st St., Norfolk, Va. 
No. 1 Special Oversize Duplicator 
@ Hand stamp stencil duplicator outfit for office and 


shipping room use. Similar to the Standard No. 1 except 
that it has a larger ink pad and larger stencils. Has an 
actual printing area 344” long x 13g” deep, or a gain of %” 
in depth over the Standard No. 1. The metal base has been 
cut out to permit a larger ink pad, and metal flanges are 
used on the sides to strengthen it. All Multistamp hand 
stamp stencil duplicators are used primarily for addressing 
shipping, tags, labels, signatures, code-markings, and print- 
ing on post cards, cartons, boxes, packages, office forms, bul- 


| letins or on objects of unlimited size. There are other sizes. 


Pekas Duplicator, Box 306, Lesterville, So. Dak. 
Medel No. 109, Rocker Style Stencil Duplicator 
@ Prints copy up to 4x6 inches, known as the Postcard and 


Note-size duplicator. Made entirely of metals, for heavy 
permanent service, it will print in any position, very much 
like a rubber stamp, using a stencil which is prepared on 
the typewriter or with styli. Printing board is adjustable so 
that hairline registration is possible. Inside inked. Price, 
complete with supplies, case and printing board, $15 fb. 
Lesterville, S. D. 
(Concluded in December) 
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Two New Machines 
for FASTER Handling 
of Office Mail... 


<e 


By seatinc thousands of envelopes an hour, the new multi- 


Sealer eliminates last minute mailing rushes and expensive 
overtime. Designed to help any office meet outgoing mail 
schedules, statement and invoice mailings. Ideal for sealing 
payroll envelopes, too. 

Operation is simplicity itself. Just stack mail on the feed 
table and the multiSealer’s friction teed speeds them 
through, securely sealing and neatly stacking them in the 
receiving hopper. Adjustable pressure water feed assures 
uniform application of moisture to envelope flap. All-new 
metal sealing blade means positive sealing and constant 
cleanliness. Finished in soft gray wrinkle with satin stain- 
less steel trim. Small... compact... efficient. 


multiOpener 


tainles el tr 


Call Commercial Controls . . . listed in your telephone directory ... 


or write Commercial Controls, Dept. OM-119, for further information. 


Metered Mail Syst « Letter and Parcel Post 
Scales « Letter Openers « Envelope Seolers 
Multipost Stamp Affixers « Mail Bags and Holders 
Mailroom Furniture e Endorsographs 
Ticketograph Systems « Mather Coupon Tickets 
and Supplies « Automatic Typewriters 
Automatic Stomp Vending Machines 


Sales ond Service Offices in Principal Cities 


‘Ommercial 


ontrols, 


corrporaTION 


Rochester 2, New York Commercial Controls Canada Ltd., Toronto 1, Ontario 
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Your Office wsaps ) 
this “Miracle” 
Marking Pen 
for — 


x Addressing packages, 
cartons, crates, etc. 


x Indexing file folders, 
filing cabinets 


* Marking transfer 
files, packages 
for storage, 
lockers 


* Making charts, 
maps, signs 


* Making adver- 
tising layouts, 
sketches, etc. 


. ..and there are scores of other uses in the 
modern office for the Flo-master FOUNTNBRUSH. 
This felt-tipped instrument operates like a 
fountain pen, utilizing a special type of 
instant-drying ink. It produces lines from a 

hair’s thickness to strokes a quarter-inch wide. 


Writes on ANY surface — metal, glass, 
cellophane, plastic, paper, cardboard, wood. 
And it’s economical, too - can be used eight 
hours a day for three weeks without re-filling. 
No more messing around with crayons, no more 
squinting to read typewritten labels. 


You'll never know how much you have missed 
the Flo-master until you have used one. 
Order from your supplier or write to 
Cushman & Denison Mfg. Co., 135 West 
23rd Street, New York 11, N. Y. 
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Wichert Addresses OEA 

Hugh A. Wichert, Fairmont Foods, Inc.. Omaha, Neb., 
president of the National Office Management Association, 
was guest speaker at the October meeting of the associa- 
tion’s New York Chapter, the Office Executives Association 
of New York, on the night of the 19th, at the Belmont 
Plaza Hotel. William L. Evans, executive secretary of the 
Noma was present. 

In an address titled “NOMA—An Invitation to Good 
Human Relations,” Mr. Wichert made an eloquent appeal 
to his listeners to assume broader responsibilities in the 
field of human relations in their firms, stating that NOMA 
offered the blueprint for this effort. 

That same night, 17 members of the New York Chapter 
were awared Leffingwell Keys and Scrolls, in recognition 
for their efforts in the management field. Mr. Wichert 
made the awards to those who were present at the meeting. 

Disclaiming authoritative views on the vital part played 
in business by the sound application of human relations 
principles, Mr. Wichert laid the foundation for his opinions 
by quoting many prominent executives who at one time 
or another had given voice to their feelings on the subject. 

Of the 17 award winners, five won merit awards from the 
national organization. They were Robert E. Shull, Socony 
Vacuum Oil Co.; John S. Wiltse, Johns-Manville Corp.; 
John S. Davidson, E. I. Du Psnt de Nemours & Co., Inc.; 
Richard L. Forster, Ebasco Services, Inc.; and L. A. Griffin, 
Cape Cod Builders, Inc., Harwichport. Mass. Mr. Griffin 
was a former member of the chapter, associated with Johns- 
Manville, Corp. 

The remaining twelve award winners received the New 
York Chapter Leffingwell Key or Scroll. These were A. J. 
McCrickard, Dictaphone Corp.; J. W. Reidell; E. H. Conar- 
roe, Metropolitan Life Insurance Co.; Horace J. Brogley, 
Johnson & Johnson; Charles M. Skade, S. H. Kress & Co.; 
F. H. Ahlers, Kings County Lighting Co.; C. F. Hohwieler; 


CARBON INTERLEAVED 


MULTIPLE 


Business Ya 


Multiple business forms simplify paper work . . . minimize errors 
. .. speed clerical output with much less handling. 

You can include many operations in one original typing with a 
carbon interleaved business form. We combine any and all types 
of forms—small and large; snap, strip, spot and interleaved car- 
bon; die cutting, business machine, etc. Our specialty is the diffi- 
cult. We do a fine printing job, in perfect register. 

Let us quote on your next business form job whether it be letter- 
press or offset. Our prices are surprisingly low, our service fast. 


Call or write today! 


We have a few territories open for repre- 
sentatives. If interested, please contact us. 


KEDERAL 


business Producrs, we 
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Pouns 
ANY SIZE ¢ ANY COMBINATION 


PRINTERS OF BUSINESS FORMS SINCE 1926 


A. J. Amberg, Amberg Business Equipment Corp.; H. Pergj-. 
val Riley, Ediphone Division of Thomas A. Edison, Inc; 
David E. Griesemer, Babcock & Wilcox Co.; Edith Harper, 
Scott, Foresman & Co.; and Dr. Coleman Maze, New York 
University. 

There was a certain convention flavor to the proceedings 
what with Bil! Evans, Hugh Wichert, C. M. Skade, areg 
director for Noma, O. J. McMunn, Duquesne Light Co.., Pitts. 
burgh, Pa., a past president of Noma, and B. W. Leonardson, 
Hardware Mutuals, Newark, N. J., president of the young 
Newark Noma chapter seated at the speakers’ table. Also 
present was Jack Davidson, vice-president cf the Newark 
chapter, on hand to get his Leffingwell key. 


Many Advantages to Hush-A-Phone 


Although the Hush-A-Phone has been used for the 
alleviation of three types of phone problems, namely safe- 
guarding privacy, quieting offices, and improving phone 
hearing, for 28 years, it has not been so generally known 
that this silencer can also be used on dictating machines, 

It is now possible to use the silencer on both the new type 
of electronic as well as the older type acoustic sound record- 
ing machines. One of the most interesting developments 
is that concerned with the use of the electronic type sound- 
reccrder for conference and convention recording of a ver- 
batim record of proceedings. 

The microphone of the sound recorder or dictating ma- 
chine when equipped with a silencer—the Hush-A-Phone— 
provides an effective unit by which an experienced person 
may record, by repeating verbatim, the minutest details of 
any proceeding. Not only is this feat accomplished with a 
minimum of mental or physical strain, and of the eyes, but 
in the hands of an alert operator produces a record of pro- 
ceedings with a minimum of errors that are sometimes made 
possible by faulty or inaccurate reporting by older methods. 


90 GOLD ST. + N. Y. 7 » CO 7-8850 
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Tci- 


POSTAL SCALES 


i i iling 
mplete line of office mai 
” ~s _ the market today. 


5 — Capacities 2 lbs. to 50 Ibs. 


Four model 
Model 1546—List......$4.95 


A handy desk scale, case 
made of durable, heavy 
Lustron plastic. Capacity 
2 Ibs. by 1 ounce. Com- 
putes postage for air and 
first class mail, and for 


merchandise up to 2 Ibs. 
Large dial. Platform 2” x 3’. 
Dimensions overall 51/2" x 
24" x 6Y2''. Packed one 

to a carton. Shipping 

weight, 11% Ibs. 


Model 1509 
a. $8.50 


The postal scale for 
average office use. Ca- 
pacity 5 lbs. by 4 
ounce. Computes 
postage for airmail, 
first class and mer- 
chandise up to 4 Ibs. 


Dial 61/2’, glass covered. 


Platform 51/2’’ square. / 

Dimensions overall 61/2’ x ZF 

6/2" x 9/2". Packed one gery “4 

to a carton. Shipping , ’ 

weight, 5 Ibs. STOR zz Usa Ly 

Model 1530 | 5 ae /) Model 

List... ...$8.50 = >, 1546 
x 


Parcel Post Scale. Capac- 
ity 25 lbs. by 1 ounce. 
Computes postage for 
merchandise up to 25 Ibs. 
for all postal zones. 
Dial 61/2’, glass covered. 
Platform 51/2" square. 
Dimensions overall 61/2’ 
x 6/2" x 9V2"'. Packed 
one to a carton. Shipping 
weight, 5 Ibs. 


Model 1515 
a $10.50 


Parcel Post Scale. 
Capacity 50 Ibs. by 
2 ounces. Computes 
postage for merchan- 
dise up to 50 Ibs. 
for all postal zones. 
Dial 8’, glass covered. 
Platform 7” square. 
Dimensions overall 

8” x 72" x 10”. 
Packed one to a carton. 
Shipping weight, 81/2 Ibs. 


Model 
1515 


Order from your supply house 


HANSON SCALE COMPANY | 


525 North Ada Street, Chicagg,22,, Illinois — 
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finest checking and 
marking crayon made! 


WASHABLE SILK CRAYON no295 AD 


NARS LUMBER CRAYON 
MART IN USA 


BD LUMBER caavon 


Sarr are eer 


STAONAL jo.9 Hi 
‘+ tiemiste cravonw 


MADE IN USA 


PERMANENT 


- 
WHA NOT RUS OFF 


<a Nos STAONAL 


= 


1S WATER eROOF 


SPECIAL CRAYONS FOR EVERY USE 
AND EVERY KIND OF SURFACE 


There is a Staonal for marking Boxes, Crates, Bundles, 
Paper Parcels, Shipping Tags; for China, Glass, Cellu- 
lose, Plastics, Tin, Metal, Textiles, Leather, Wet and 
Dry Lumber, Rubber, Paper; Oily, Wet or Dry Surfaces; 
for use in Bowling Alleys. 


All are free from grit, waterproof and permanent, or 
washable, as required. Made in a wide variety of 
types, shapes and colors for every imaginable marking 
purpose. Packed one dozen sticks in a box, one gross 
in a container. 


No. 2 is the outstanding crayon for general 
marking, express packages, shipping containers, etc. 


Gold Medal Products Lead on Merit 


BINNEY & SMITH CO. 


41 East 42nd Street, New York 17, N. Y. 
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Cniaal 
YOU INCREASED 
SERVICE AND VALUE 


CARBON PAPERS: 


TYPEWRITER CARBON BILLING CARBONS ~ 
FAN-FOLD CARBON PENCIL CARBONS — 
CARBON JACKETS REGISTER ROLLS — 


TYPEWRITER RIBBONS TABULATING RIBBONS 
Addressograph RIBBONS TIME STAMP RIBBONS 
Bookkeeping Mach. Ribbons ADDING Mach. RIBBONS 


HECTOGRAPH SUPPLIES 


HECTOGRAPH CARBONS MASTER UNITS 
HECTOGRAPH RIBBONS DUPLICATING FLUID 
_ Hand Cleansing CREAM CORRECTION PENCILS, 


Codo- mec. CORP. | 


529 So. Franklin St. 401 Wood St. 270 Lafayette $ 
Chicago 7, Ill. | Pittsburgh 22, Pa. New York ¥2; N.! 
actory: Coraopolis, Pa. 


OFFICE MANAGEMENT 


General Management 


| sales 


| ment Agency; 


COMING EVENTS 


Industrial Management Society............... November 2nd.44 
13th Annual Time & Motion Study Clinic 
Sheraton Hotel, Chicago 
Society for the Advancement of Management. . 
Hotel Statler, New York 
American Standards Association.............. January 23rd-274, 
Five-Day Seminar 


.November 3rd.4i, 


Engineering Societies Bldg., 29 West 39th St., New York 
Paris International Trade Fair. . sane ..May 13th-294, 
1950 Annual Expositi on 
Paris, France 
AMA Conferences 
ThE er mia eee tay aed visite November |0th- |i 
Palmer House, Chicago 
MN 3 dc cawanicowen os caneotae nesses xhied December Ist-2ng 
Waldorf Astoria, New York 
MNO, SF ikccccame au iets caw eins meisjiaoe December [5th-l4 


Drake Hotel, Chicago 


er January 1 8th-20 
St. Francis Hotel, San Francisco 


NEN Saiki cos cares cehteme mins cao na nls February | 3th-I5¢h 
Palmer House, Chicago 

INS oe eet carat arn ais wen ate ater March {5th-174 
Hotel Statler, New York 

OEE Se CAE font Ok a ee Es April 3rd-5th 
Hotel Statler, New York 

NIN ail cag cies a alee Awa OO ew Sia aed <aRG PR April 24th-26th 

Navy Pier, Chicago 

NE SERA LEP Ee | ee | ek ee ee May 22nd-24th 

Hotel Statler, New York 


a cracushitihans Sila June Ist-2nd 
New York 


Waldorf Astoria, 


Records Administration 
*% AN OUTSTANDING CONTRIBUTION to the ever in- 


creasing reservoir of information on records management 
was the conference on that subject held September 29th 
at the Hotel Commodore in New York by the Records 
Management Association of New York. 

Speakers on the program were George W. Oliver, Jr, 


promotion manager, Thomas Mechanical Collator 


| Corp.; Paul B. Mulligan, managing partner, Paul B. Mulli- 


National 
Forstmann 
Amy Lorton McKay, Lorton McKay Employ- 
and Helen I. Palmer, Packard School. 
Ann McDonald, Lennen & Mitchell, Inc., president of the 
Records Management Association, opened the meeting, and 
introduced Esther E. Jencks, Air Reduction Co., who acted 
as chairman for the morning session. Also assisting a 
chairmen were Alva R. Menzies, president of A. R. Menzies 
Associates, and Leta J. Stroben, systems division manager, 
Globe-Wernicke Co. Moderator of the round-table dis- 
cussion was Olive H. Huston, executive director, National 
Federation of Business and Professional Women’s Clubs, 
Inc. Milton Bacon, an official of Columbia Broadcasting 
System, was guest speaker following the luncheon. 


gan & Co.; Emmett J. Leahy, executive director, 
Records Management Council; Esther E. Becker, 
Woolen Co.; 


General chairman of the conference was Esther £ 
Jencks. The following individuals headed the various 
| committees: Program, Leta J. Stroben; Arrangements, 


Elizabeth C. Kendrick, Association of Casualty & Surety 
Executives; Publicity, H. Rosamond Hartshorn, General 
Motors Overseas Corp.; Luncheon, Beatrice G. Roach, 
Equitable Life Assurance Society; Printing, Ethel A. Carew, 
Esso Standard Oil Co.; Reception, Florence Reich, National 
Dairy Products Corp.; and Registration, Edith N. Fulton, 
records management consultant. 
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TSA Begins Lecture Series 

The first of a series of lectures arranged by Cornell 
University, was given at the recent meeting of the Tran- 
scription Supervisors’ Association, held each month at 
Whyte’s restaurant, New York. 

The speaker, David Mack, covered the basic motives of 
people in an office affecting their relationships with those 
above them and the staff working under them, personality 
problems with which the supervisors must deal and the 
principal factors which weaken or strengthen morale in the 
office. 

Mr. Mack is the director of personnel administration at 
William R. Warner & Co., Inc., a New York chemical firm, 
and was previously personnel director of the Human Engi- 
neering Laboratory at Stevens Institute of Technology, New 
Jersey. His other posts included those of personnel director 
of RKO, and employment manager of the Wright Aeronau- 
tical Corp., all of which gave him an excellent background 
for his subject, “Human Relations Problems of Office Super- 
visors.” Following his talk, a lively question and answer 
period was held. 

Future lectures will cover the following: Office Gripes; 
Communications Problems; Employment Interviewing; In- 
duction and Training of New Employees; Job Analysis and 
Wage Systems; Professional Development of Office Super- 
visors. 

Attendance at six of the lectures is a requisite for the 
certificates which Cornell University will give at the con- 
clusion of the series. 


Pennsylvania NOMA Chapter Meets 

The York, Pa., chapter of the National Office Manage- 
ment Association recently made a tour of inspection through 
the York-Hoover Corp. plant in that city, and then gathered 
at the Lincoln Grill, near by, for dinner and the regular 
scheduled meeting. The after-dinner speaker was H. Dietz 
Keller, Jr., vice-president and general manager of the York- 
Hoover Corp., casket manufacturers, who explained the 
various phases of the business from a managerial point of 
view. 


Wireway Appoints Waxman 

Nicola Maffia, president of the Wireway Corporation 
of America, 1331 Halsey St., Brooklyn, N. Y., announces the 
appointment of Ab Waxman as general manager of the 
company. 

Wireway has purchased the entire property and assets 
of the Wire Recording Corporation of America, with whom 
Mr. Waxman had been associated, and will continue to manu- 
facture the Wireway portable wire recorder as well as 
other commercial magnetic recording devices. 


Records Management Bridge Party Held 

The annual benefit bridge party of the Records Man- 
agement Association of New York took place recently at the 
Wanamaker Women’s Clubhouse, New York City, the pro- 
ceeds of which went to the Memorial Hospital Center for 
Cancer and Allied Diseases. More than 200 members and 
guests attended. Many valuable gifts used as door and sub- 
scription prizes were donated by department stores, manu- 
facturers, and equipment houses. 

Miss Ann McDonald, president of the Association, was 
mistress of ceremonies and Miss Ethel Carew, the organiza- 
tion’s first vice-president, was the speaker. 

General chairman of the affair was Miss Anna E. Bren- 
nan, assisted by the Misses Jean Bruce, Julia Behringer, 
Edna Botsford, Ethel Carew, and Kathleen Denham. Others 
on the committee were Mrs. Helen Foley, Mrs. Elizabeth 
Gibson, Miss Elizabeth Kendrik, Miss Betty McMahon, Miss 
Beatrice Rosch, Miss. C. Louise Shear, Miss Dorothy Smith, 
Miss Marguerite Stainkamp, and Mrs. Frances Thomas. 
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A HAND FULL 
OF VALUE... 


THE SUMFT 


ADDING MACHINE 


Zipper Carrying 
Case Available 


The lowest-priced 9-column adding 
machine on the market. Check these 
features: 614 pounds, short-stroke 
handle, 9,999,999.99 capacity, visi- 
ble totals, two-color ribbon, standard 
keyboard, and many other features. 


If your local dealer cannot supply 


you, write: 


SUMFT 


BUSINESS MACHINES CORP. 


Great Barrington, Massachusetts 
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—Combines the best 
features of both lock- 
ers and coat racks. 


Wraps are exposed to air 
and light. Employees do 
not face the weather in 
damp wraps that have 
been crumpled in dark 
lockers—do not eat sogey 
lunches, soaked by wet 
hats or gloves. Each 
person has his own 
spaced coat hanger, ven- 
“ss he at shelf and 12” 
12 5” deep lock 
ee. for lunches. 
and personal effects. 


tools 


More 
wraps 


saleable 
“in press. 


because they keep 

om Lockerettes save 
tec .... the Xe. 

Improves a and morale—lower (2 - column) accommo- 

absenteeism dates 12 people in 6 feet: 


the No. 9-18 Uilimetrated) 
accommodates 18 in 9 
Write for Bulletin OM-4 feet. 


space 


624 So. Michigan Ave., 


Chicago 5, Ill. 


| Esterbrook Fountain Pen 


The most practical pen ever designed 

for office use. There’s a point for every 
business writing job...for every writing 
style. Choose the point that suits you 
best...and fit it into the barrel yourself. 


fy. RIGHT 


POINT FOR 
THE WAY 
YOU WRITE 


To select or replace... 
Here’s all you do 


The Esterbrook Pen Company. Camden, N. J. 


In Canada: The Brown Brothers, Limited, Toronto 


IGP Annual Conference Held 

& THE FOURTH annual conference and products exhibit 
sponsored by the Institute of Governmental Purchasing, Inc, 
held at the Hotel Cleveland, Cleveland, October 23rd- 26th, 
was dedicated to the idea of “More For the Tax Dollar.” 

The convention is said by NIGP officials to have set a 
new high in both attendance and buying power, the latter 
estimated at a figure of more than eight million dollars. 

Opening the first session, John Splain, Commissioner of 
Purchases of the City of New York, told the more than 39 
delegates that “economic seminars” held by the New York 
purchasing department had saved the city an over-all of 
about $6,000,0000 during the last fiscal year. 

Jess Larson, administrator, General Services Administra- 
tion, Washington, D. C., speaking at the opening luncheon 
session, brought out the fact that the first major change jn 
governmental purchasing practices since completion of the 
Hoover report will be the decentralization of Federal pur- 
chasing offices in order to move them closer to industrial 
production locations. This procedure, he said, is expected to 
curtail the activities of “five per centers’ who have been 
the recent targets for Congregessional investigators. 

In the keynote address, Joseph W. Nicholson, NIGP presi- 
dent, and city purchasing agent of Milwaukee, Wis., urged 
members to make written reports of the practices and pro- 
cedures recommended at the convention. These would act as 
working guides to follow in helping to save taxpayers’ dol- 
lars through economical public buying methods. 

Definitely in favor of increasing the opportunities of pros- 
pective bidders who wish to sell to public buying agencies, 
Mr. Nicholson felt that much red tape which usually tends 
to discourage this desire can be eliminated. 

Among other points of simplification, he suggested elimi- 
nation of requirements for “per diem” damages for non- 
delivery on or before specified dates, burdensome require- 
ments for detailed printing specifications in “fine print” 
which accompany requests for bids, and elimination of 
formal contracts, substituting in their stead simple purchase 
orders where practical. 

The seventy exhibits on display on the entire mezzanine 
floor of the hotel provided a variety of new products which 
were demonstrated by manufacturers selling to Govern- 
mental agencies. 


Goodall Helps Equip New Insurance Building 

The entire twenty-six story John Hancock Insurance 
Building, newly completed in Boston, is equipped through- 
out with mohair window casement fabrics manufactured by 
Goodall Fabrics, Inc., 525 Madison Ave., New York. The 
casement fabrics were used instead of other window cover- 
ings after research proved to the Hancock management that 
the Goodall product was more practical in maintenance, 
decorative effect, as well as in the insulation and accoustical 
factors. 


Paris Fair Dates Announced 

The Foire de Paris (Paris International Trade Fair), 
which drew more than 10,000 foreign visitors to Paris in 1949 
with the participation of 15 foreign nations exhibiting their 
products, will take place from May 13th through 29th in 
1950. 

The American section has always been one of the chief 
attractions at the Fair, which covers every branch of French 
and international industrial, commercial, and agricultural 
productions. 

The Fair itself, the largest industrial exposition in the 
world, brings to the attention of thousands the latest and 
most useful commercial and technical aspects of office equip- 
ment and methods. 

Full information is available from the French Chamber of 


| Commerce of the United States, 630 Fifth Ave., New York. 
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m1 | COLONIAL pes ie"scon’ 


plete Line of Spirit and Gelatin 


et a DUPLICATING SUPPLIES 

atter 

ll 

see COLONIAL 

. 309 CARBON MANUFACTURERS | 
York COMPANY | 
ll of | 
stra- -_ 
heon ae 

e in 

the Trade Mark 

ya Spirit and Liquid and Cream 

tr Pp gq 

a Gelatin Carbons Cleansers 

: He Spirit Master Units Printing Inks l f S too d the 

vs Spirit Duplicating Writing and Stamp 
rea. Fluid Pad Inks 
rged The most modern in equipment and chemical processes i est for 5 0 ye a t. Ss 
pro- are combined to give you COLONIAL quality. Centrally 
ct as located, we promise quick attention to your orders, prompt ; nasi 
dol- shipment. Big business has discovered this little soap 
aha eraser... tried and tested for 50 years. You 
cies, see it in offices everywhere. There’s no gen- 
ends . ar 

COLONIAL CARB (IN COMPANY eral pencil eraser like it in the world! 
‘imi- Manufacturers of Finer Duplicating Materials 
—_ 5150 Church St., Skokie, Ill. * Telephone Skokie 4258 THE ROSENTHAL CO., 45 E. 17 St., New York 3 
lire- 
rint” 
n of : - _ 
hase 
ACCOBIND 
nine 
hich FOLDERS 
ern- 

Ace has always built but one kind of stapling equipment . . 
ance the best. Users, the world over, are well aware of this fact. 
ugh- Every machine and every staple is produced with a degree 
d by of skill and watch-like precision unapproached in the 
The stapling industry. This fine workmanship, plus the best 
yver- materials obtainable, give to Ace Staplers those smooth. 
that efficient reliable operating qualities so greatly appreciated 
ance, | by all who use them. 
tical 

ACE SCOUT 

x A durable, long- 

air), a life stapler. 

1949 Staples, pins and 

their tacks. Guaranteed 
h i for five years. 

" ACE CLIPPER 
chief ACELINER One of ACE’S finest 
ench Most beautiful and effi- models. Light weight, 
tural cient stapler ever built. easy ac tion. Precision 

| It staples, pins, tacks engineered from finest 

the and hand fastens. steel, 
: 

and a | 
juip- 6 ; 

ACCO PRODUCTS, Inc. (irri ae , 
er of Ogdensburg, N. Y. an ll Seis Machines fon Frrry, Purse ate Purpose 
York. |. a oes aa ae Aaa | ACE FASTENER CORPORATION + 3415 NORTH ASHLAND AVENUE + CHICAGO 1 
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oe SERVICE and FULTON 
DATERS and NUMBERERS 


All of high grade rubbers—deeply moulded to give 
clearer impressions. 


Ab , DeLuxe and Special Business Outfits 

~ oO: Sign Makers and Chart Markers 

Fulton Stamp Pads and Ink 

All Weather Wood Block Pads and Ink 

Achilles and Iron Castor Racks 

All Types of Marking Inks (submit sample 
of material for faster service). 


Plus: Fulton's Dri-Kwik Pad of Special Merit. 


Carefully constructed of special woven felt 
and muslin on perfectly insulated block— 
inked with Dri-Kwik, a special ink that is 
odorless and dries instantly after use but 
remains moist in stock. 


CLASSIFIED ADVERTISING 


Rates are I5c a word. Minimum charge $3.00. Payable 
in advance. Address replies to all Box Number ads c/o 
OFFICE MANAGEMENT & EQUIPMENT, 212 Fifth Ave., 
New York 10, N. Y. 


Position W anted—Male 


OFFICE METHODS & Procedures Specialist: Ten years’ experience. 
Procedures, Layouts, Manuals, Design Standardization and Control. 
All Reproduction and Printing Methods, plus correct Applications. Not 
theory—Practical “‘Know How” all phases. Presently in South America 


in Supervisory capacity. Seek similar assignment anywhere abroad 
OM-55 

OFFICE MANAGER—Controller: C.P.A., 40. ten years’ manufactur- 
ing and publishing experience, ten years’ public accounting. Salary 
requirements dependent upon responsibilities assumed, and __ location. 
tox OM-65 


Position W anted—Female 
CAPABLE COLLEGE GRAD. Experienced executive sec’y, office 


manager, administrative assistant, personnel director, seeks executive 
post five-day week. $3900 min. Box OM-64. 


Help Wanted—Male 


BUSINESS ADM.: For Profs. Advertising, accounting, Mgt., Mktg., 
Retailing, etc. Masters-Doctors Degrees. Colleges-Universities. Salaries 
to $7,000. Cline Teacher’s Agency, East Lansing, Mich. 


Employment Service 
QUALIFIED MEN whose earnings have been $3,000 and up. This 


el ‘ TE J ' confidential exchange, now in its 19th year of service to high-grade 
ede ORDER YOUR 1950 DA RS NOW! men, specializes in individualized personal service, in opening contacts 
240 Pica—42 Premier Dates and negotiating for satisfactory salaried positions. Eugene L. Williams, 
- Pro t Shi ¢ Assured 2220 W. Grace St.. Richmond, Va. 
; oo vem Sennen SALARIED POSITIONS, $3,500-835,000. If you are 
Catalog on Request new connection. communicate with the undersigned. 
ginal personal employment service (39 years recognized standing an 
reputation) The procedure of highest ethical standards, is indivi 
ized to your personal requirements and develops overtures wi 
L SPECIALTY COMPANY initiative on your part Your identity is covered and present po i 
u on protected Write for particulars R. W. Bixby, Inc., 292 Dun Bldg., 
Factory and Showroom Butfalo 2, New York 
82 Fulton Street Elizabeth 1, N. J. Help W anted—Female 
COMPTOMETER OPERATORS available for temporary emergencies. 
They do not go on your payroll. General Calculating Service, 8 Broad- 
i way, New York, N. Y. 


AT LOWER THAN EVER PRICES 


ARM RECESSED 
IN HEAD 
TO INSURE 
RIGIDITY 


® New lugs allow easy ink ruling. 
os ® Precision made with accurate edges. 
® Transparent plastic for unhampered view. 
® Light for ease in handling. 
® 15, 18, 24, 30 and 36 inch sizes. 


Write for Complete C-Thru Catalog 


RULERS - TRIANGLES - MAVIGATIONAL INSTROMENTS - * STENCILS - PROTRACTORS - OTHER DEVICES 


THIN Zee 


HARTFORD 


‘ 


For Sale or To Buy 


INTERNATIONAL ELECTRIC Payroll Denominator Serial 6950 
nine bank $200.00 OM 61 , . 7“ 
RE MINGTON- RAND Microfilm Reader 1944 model. $75. 00 OMI. 
REMING TON RAND Dual Print Posting Machine, Model 83, serial 
2141118, 24” carriage with 5-5 digit, 2-6 digit and 2-7 digit registers and 
7 digit cross f voter 7 $300. _OM _ ae eee RD A ase 
OFFICE MACHINES expertly rebuilt, bought, sold. Parts and sup- 
plies. Wholesale, export. Checkwriters, adding machines, calculators. 
Check Writer Co., Inc., 169 William St., New York 7, N. ¥. 


ACCOUNTING, BILLING, Bookkeeping and Analysis Machines. We 
furnish all special features and rebuild the machines you order to your 
direct specifications. All machines unconditionally guaranteed. Inquiries 
invited. We are also buyers of all makes of office accounting machines. 
OM-62 


GOOD SELECTION of Used Calculating and Ac Accounti ng Machines. We 
are well known for years as a dependable source for used office equipment. 


All makes Calculators Soth select rough and rebuilt Accounting 
Machines, include bank, utility, and commercial models. Rough only, 
All inquiries welcomed and answered promptly. OM-63. 


Patent Attorney 


oe ATTORNEY secures patents, trade marks, copyright; call or 
end ad sketch or model. Confidential advice, literature. 
POLACH K, 1234 Broadway, New York City. 


USE THE WANT AD COLUMNS 
TO SATISFY YOUR WANTS 


To fill a job (permanent or temporary). 

Need a high calibre man for that specialized 
position? 

Would you like to sell or buy used office 
machines? 

You will find these columns a quick medium 

to solve your problems. 
See listing at the top of this page for rates. 


OFFICE MANAGEMENT 


and Equipment 
212 Fifth Avenue New York 10, N. Y. 
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Watson Makes World-Wide Talk To Employees 


Thomas J. Watson, chairman of the board of the 
International Business Machines Corp., and of the recently 
organized IBM World Trading Corp., spoke from New 
York recently by means of a world-wide telephone hook-up 
to employees and their wives assembled in the company’s 
sales offices and factories in 113 cities in forty-eight coun- 
tries, as well as eighty-one cities in the Eastern United 
States. Mr. Watson spoke for fifteen minutes over the vast 
network, the most extensive of its kind ever to be arranged, 
according to telephone company officials. 


Telling his listeners of the growth of IBM’s business 
abroad, which has resulted in the formation of the World 
Trade Corp., wholly owned but independently operated 
subsidiary company which handles all IBM business out- 
side the United States, Mr. Watson said “In 1948, our world 
trade business was 340 percent greater than in 1939. The 
present world trade personnel of close to 8,000 is more 
than double that of ten years ago.” He also outlined cur- 
rent and anticipated expansion in manufacturing facilities 
and training programs for employees. 


STATEMENT OF THE OWNERSHIP, MANAGEMENT, CIR- 
CULATION, ETC., REQUIRED BY THE ACTS OF CON- 
GRESS OF AUGUST 24, 1912, AS AMENDED BY THE 
ACTS OF MARCH 3, 1933, and JULY 2, 1946, of OFFICE 
MANAGEMENT & EQUIPMENT, published monthly at 
New York, N. Y., for October 1, 1949. 

State of New York 

County of New York | = 


Before me, a notary public in and for the State and county 
aforesaid, personally appeared Donald McAllister, who, hav- 
ing been duly sworn according to law, deposes and says that 
he is the business manager of OFFICE MANAGEMENT & 
EQUIPMENT and that the following is, to the best of his 
knowledge and belief, a true statement of the ownership, 
management, etc., of the aforesaid publication for the date 
shown in the above caption, required by the Act of August 
24, 1912, as amended by the Acts of March 3, 1933, and July 
2, 1946 (Section 537, Postal Laws and Regulations), to wit: 

1. That the names and addresses of the publisher, editor, 
and business manager are: 

Publisher, Andrew Geyer, Inc., 212 Fifth Ave., New York 
10, N. Y. 

Editor, Thomas V. Murphy, 212 Fifth Ave., New York 10, 
N. Y 


Managing Editor, none. 

Business Manager, Donald McAllister. 212 Fifth Ave., 
New York 10, N. Y. 

2. That the owners are: Andrew Geyer, Inc., (corporate 
name), 212 Fifth Ave., New York 10, N. Y.; Mary A. Geyer, 
114 East 84th St.. New York 28, N. Y.; James E. Neary, 212 
Fifth Ave., New York 10, N. Y.; Donald McAllister, 212 
Fifth Ave., New York 10, N. Y. 


3. That the known bondholders, mortgagees, and other 
security holders owning or holding 1 per cent or more of 
total amount of bonds, mortgages, or other securities are: 
None. 

4. That the two paragraphs next above, giving the names 
of the owners, stockholders, and security holders, if any, 
contain not only the list of stockholders and security holders 
as they appear upon the books of the company but also, in 
cases where the stockholder or security holder appears upon 
the books of the company as trustee or in any other fiduciary 
relation, the name of the person or corporation for whom 
such trustee is acting, is given; also that the said two para- 
graphs contain statements embracing affiant’s full knowl- 
edge and belief as to the circumstances and conditions under 
which stockholders and security holders who do not appear 
upon the books of the company as trustees, hold stock and 
securities in a capacity other than that of a bona fide owner: 
and this affiant has no reason to believe that any other 
persons, association, or corporation, has any interest direct 
or indirect in the said stock, bonds, or other securities than 
as so stated by him. 

DONALD McALLISTER, 
Business Manager. 


Sworn to and subscribed before me this 9th day of 
September, 1949. 


(Seal) WILLIAM B. WIRTENBERG, Notary Public. 
(My commission expires March 30, 1951.) 
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IF YOU HAVE AN OZALID, BLUEPRINT, BRUNNING 
OR SIMILAR REPRODUCTION MACHINE, You Need 


a CAMEO Transparentizing Kit 


Save Time! 


This Cameo Transparentizer opens an entirely 
new field for you. With it you can render 
Printed Matter, Drawings, Maps, Offsets and many 
other one-sided opaque material translucent and 
thereby reproducible, which were previously be- 
yese the sphere of your reproducing equipment. 


And you can do it 
Without any spilling 
Without any mess 


his is all you do. 


Insert Paper Roll 
This is a SAMPLE OF 
The effectiveness of the 
CAMEO TRANSPAR- 


ENTIZER. The unread- CAMEO KIT consisting 


abe, mottled portion of 1. Cameo Transparentizer 
the sheet was not treated, 
the clearly readable por- 
tion was CAMEO TRANS- 3. One Rubber Roller 
: PARENTIZED. 
Prompt Shipment— 
Write for Our Circular $15.00 F.0.8., N.Y. 


COMMERCIAL REPRODUCTIONS 


30-05 85TH STREET 


Price only 


2. One Qt. Cameo Solution 


Save Money! 
Be Efficient! 


Without any photography 


SEND NOW for your complete 
of: 


JACKSON HEIGHTS, N. Y. 


OFFICE MANAGEMENT AND EQUIPMENT 


with 
these famous VISIBLE OFFICE 
RECORD CONTROL SYSTEMS 


* REMINGTON RAND KARDEX 

Systems ‘Reconditioned ) 

* ACME INSITE FILES 

( Reconditioned 

* LEDGER TRAYS (all 
makes) 

* TUBULAR INDEX 
Systems 

Card sizes 3x5,up to 11x9 

Varying drawer capacities 


IMMEDIATE DELIVERY 


Largest Stock in New York of 
OFFICE FURNITURE & EQUIPMENT 


Matharrs *2°°2"" 
Near Spring St., New York 12 


EST. 1876 CAnal 6-0350 


AMERICA’S LARGEST SELECTION OF OFFICE FURNITURE IN WOOD, STEEL, LEATHER 
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WHY? Because he is sitting in a chair that is as 
much a part of him as the head on his shoulders. Sup- 
ported and relaxed in the foam rubber, spring- 
cushioned comfort of his individually-fitted Sturgis 
Posture Chair, he is automatically encouraged to 
maintain the posture that discourages fatigue. 


A chair doesn’t make the man but it helps— by help- 
a ing him stay on top of the job. Your Sturgis dealer 
will gladly demonstrate. 


Ever wondered how much bad 
sitting might be costing you? 
If you have—or even if you 
haven't—it might be a good 
idea to read our booklet, The 
High Cost of Sitting’. No 
charge—no_ obligation—just 
good common sense. 


A complete line of executive, stenographic, recep- 


tion and institutional chairs—posture-designed 
for the person and the purpose. 


MAIL THIS COUPON NOW 


The Sturgis Posture Chair Company, Sturgis, Michigan 
Please send us a copy of your booklet “The High Cost of Sitting”. 


NAME 


COMPANY. 


TITLE. 


ADDRESS. 


CITY, STATE 


ee Se AP Se HS Gee lp ES SRS SEP A ay 


Ai POSTURE CHAIR CO. 


| 
| 
| 
| 
| 


| American 


Mellie ' Bids 


Acco Products, Inc. 

Ace Fastener Co 

Acme Bulletin Co., The 
All-Steel Equipment, Inc. 
Alma Desk Co. . 


Automatic 
writer Co.... 


Type- 


Art Steel Sales Corp 


Bankers Box Co 
Binney & Smith Co 


Browne-Morse Co 


Carters Ink Co., The 
Codo Mfg. Corp... . 


Cole Steel Equipment Co., 
Inc.. 


Colonial Carbon Co........ 
Commercial Controls Corp.. 
Commercial Reproductions. 
Corry-Jamestown Mfg. Corp. 
C-Thru Ruler Co 


Cushman 


& Denison Mfg. 
Co., Inc és 


Esterbrook Pen Co., The 


Faber Pencil Co., Eberhard 


Federal Business Products. 


Inc 


Fulton Specialty Co 


General Binding Corp 
General 
The 
Globe-Wernicke Co., The... 


Fireproofing Co., 


Hammermill Paper Co 
Hanson Scale Co 


Heyer Corp., The.. 


Industrial Tape Corp. . 
International Business 
Machines Corp. . 


Invincible Metal | Furniture 


Koh-I-Noor Pencil Co., Inc. . 


Marchant Calculating 
Machine Co. 


OFFICE MANAGEMENT AND EQUIPMENT 


. 61, 62, 63, 6 


89 


S4 


Markwell Mfg. Co., Inc., B 


Moore Business Forms, Inc. 


12 


2nd Cover 
Mosler Safe Co., The... : 


Nathan, Charles S., Inc. . 9] 


National Cash Register Co., 


MOE ois de sara ; 13 
National Vulcanized Fibre 
Porites hos awe ae 


Office Management & Equip- 
| ae ae 

Ozalid, Div. of General Ani- 
line & Film Corp 57 


Pines Mfg. Co.. 
Pitney-Bowes, Inc. . 


Plus Computing Machines, 
Inc.. 


Pronto File Corp. .61, 62, 63, 64 


Remington Rand, Inc 17, 77 
Revo-File Sales. ana. Rae 
Roberts Rubber Co., Weldon 26 
Rockwell-Barnes Co . 67 
Rosenthal Co., The 89 


Security Steel Equipment 
Corp.. oa 
Sengbusch Self-Closing Ink- 
stand Co....... ae 
Shaw-Walker....... say ae 
Smead Mfg. Co., Inc., The.19, 20 
Stromberg Time Corp...... 27 
Sturgis Posture Chair Co... 92 
Swift Business Machines 
a 87 
Taylor Chair Co., The . $2 
Thomas Mechanical Collator 
CMa dine dens eS 
Underwood Corp... .4th Cover 
Vogel-Peterson Co., Inc. ... 88 
Webster Co., F.S.... ao ae 


Yawman & Erbe Mfg. Co., 
eee eae 3rd Cover 
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Consult the classified section 
of your telephone directory for 
your nearest ‘Y and E” dealer. 
Look under Filing Equipment 
or Office Equipment. 


SERVING 
AMERICAN 
BUSINESS 
SINCE 1880 


FOLDERS SAVE YOU MONEY 


ip Empire Folders are easy to use... . 
BECAUSE EMPIRE FOLDERS: 


e Stand up to be seen 


e Have rounded corners to 
prevent dog-ears 


e Have smooth finish—are easy 
to remove and easy to refile 


e Are uniform throughout the line 


e Are available for every require- 
ment — in all tab styles — in all 
common weights and sizes 


e Are imprinted with catalog number 
for easy, accurate duplication 


2) Empire Folders are the finest 
available -they last and last... 


EMPIRE FOLDERS 
e Are exactingly tested for quality 


e Equal or exceed Government 
specifications 


Also Makers of Quality Steel Office Equipment 3 


1045 JAY STREET, ROCHESTER 3, N.Y., U.S.A. 
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Good to Look at... 


A Joy to Use... 
A Gem to Own 


FAST! When typing, your busy 
hands never have to leave the 
keyboard ... even to return the 
carriage. Electricity saves you 
finger travel, hand travel... 
minutes that add up to hours. 


ACCURATE TYPING! An Under- 
wood All Electric assures even 
spacing between characters... 
clean-cut, uniform impressions 
»».not shaded or blurred. 


Underwood... 


EASY OPERATION! Lightly touch 
the keys... electricity does the 
fatiguing work. You'll be de- 
lighted with the perfection of 
work you can always attain with 
a minimum of effort. 


AND WHAT BEAUTIFUL WORK! 
Not only letters, but carbon cop- 
ies are sharp and clear. You can 
make as many as 20 of ’em at a 
light finger touch. 


Bia © Beem e i 


A 


Urge your boss to buy you an Underwood 
All Electric . . . and you'll a/ways have 
his letters looking their best. 
You'll keep looking your best through 
each day, too . . . because operating an 
All Electric is not tiring. You'll simply 
breeze through your typing . . . all day! 
You control keys, spacing, shifting, tab- 
ulating and carriage return electrically 
. therefore more accurately. 


It’s a good-looker, too . . . the world’s 
most beautiful typewriter. Your local 
Underwood representative will demon- 
strate it, let you try it. Phone him.. 
today! © 198 


Underwood Corporation 


Typewriters ... Adding Machines . . . Accounting 
Machines... Carbon Paper ... Ribbons 
and other Supplies. 
One Park Avenue New York 16, - Y. 
Underwood Limited, 135 Victoria St., 4 
Toronto 1, Canada 


Sales and Service Everywhere ba 
DER > F THE wortdD 
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